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This manual is the second publication in a series entitled,
ProgramPOriented Information: A Management Systems Complex for State

Educstion Agencies, It has been prepared by Public Administration
Service, a nonprofit institution engaged to provide technical services

to this project, under the general guidance of the project director, ;
The project director also cooperated in the development of systems
concepts and reviewed the final contents of the manual,

Mr, Ronald Zechman has been the principal field representative
of Public Administration Service assigned to the project, receiving
assistance from other Public Administration Sexvice staff memberxs:
James B, Douglas, James Enright, Ike Nooe, Michael A, Meriwether, 4
Kenneth F., Shechan, and Stuart Steinberg, Mr. Theodore Sitkoff, PAS |
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Headquarters Representative, has reviewed the work.
A "General Project Summary" follows this introductionm. This |

summary provides the setting for this manual as it describes Part I,

Analysis ard Proposals, the first publication of this series. In ghort, j
this manual provides the mechanism to accomplish the objectives estab-

1ished by the management informaticn system.

i altad Sasand s oy

Burton Dean Friedman
Project Director
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GENERAL PROJECT SUMMARY

This document is the second part of a report: Program-Oriented
Information: A Macagement Systems Complex for State Education Agencies,
Part I buars the subtitle, “Analysis and Proposals,” and it contains an
outline of the need for a management a&étems complex within each state
education agenoy.l! The mutually interdependent components of a manage- .
ment systems complex must provide for pyonning, programming, bodgeting,
accounting, and reporting needs, All .components must be operative in
order for any of them to be utilizable in full,

In "Analysis and Propoaalo," it is proposed that a systems
complex should provide for both_programr_and responsibility-oriented
aspects of these integrated managenenr processes, "Program-oriented"
aspects of the systems are designed to describe and quantify agency
operations in terms of their substanttve, purposive content. ''Respon-
sibility-oriented" or “organizationroriented" aspects of systems are
designed to do so in ‘terms of the administrators oz the organizational
units responsible for the conduct of each "bit" of program,

A Ybit" of program, in this context, is a project, program,
subprogram, task force, team, activity, etc.==-in short any substantive
segment of the work for which the agency deems it useful to segregate
costs., Each such segmenq.of program is recognized in the accounts as
a "cost center." fhe cost center is the ouilding biock=-~the lowest
common denominator, so to speak--of which an agency's total program or
total budget is constructed,

It is proposed that each cost center shall be descriptively
coded in various ways to facilitate classification and reporting,

;!An abstract of "Analysis and Proposals" is presented in this
volume, '




For cxample, a cost center can be described in terms of the grade level
to which it is oriented, the subject matter with which it deals, or the
clientele to which the work is directed. Each basis for description is
terned a "dimension,” For each dimension, a limited set of "“categories"
is provided., Every cost center is coded to indicate its categorization

within each dimension. All cost centers therefore can be grouped and
regrouped, on the basis of their several categorizations, to permit the
summary,“analysis, and reporting of data related to them. IiIf it is
necessary to indicate the extent to which the agency's work is oriented
to the elementary grades, for example, the pertinent data can be
obtained by summarizing all cost ‘centers which, with respect to the
dimension "level of instruction,” have been c¢oded “elementary."

Twc proposed dimensions are: program.funétion (a USOE coding
pattern), function; level of instruction; clientele; purpose, subject
matter; longevity of account; and “program." It is proposed that the
first six of these parameters be utilized in common by all state educa-
tion agencies, The latter two ace intended exclusively for intemal
use within one agency. Proposed codes are presented and discussed in
Appendix A of "Analysis and Proposals," and the codes are reproduced
in this volume. o ' |

It is propcsed that the totsl of expenses for each cost center
shall be accumulated separately in the agency's records, Program-
oriented financial reports then will become readily available in a
variety of formats and in terms of a variety of "dimensions." All
such reports will be useful to each agency's own internal management,
Many such reports will be useful in the exchanges of program-oriented
data between and among the many educational'enterprises that either
generate or utilize such data, The six dimensions proposed for uniform
use by all state educational agencies provide six "common languages"
into which each agency may translate its own internally genmerated
information.,

In the earlier Golume, “Analysis and Proposals," attention is
addressed primarily to the information problem: the relationships
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between the reporting of program-oriented information on the one hand oo
‘and related management systems on the other, the need for common
languages in which to express such progiam-oriented informatlon, and
the concept of cost centers that are translatable into such common
1anguages. in nontechnical terms, attention also is addressed to the
concept of "single fund accounting" and to the device termed & ne funding
plan,"’ The use ‘of single fund accounting is proposed as a most useful,
convenient, and advantageous means to (1) make it possible for the
expenditure "side" of the agency's accounts to generate both p.ogram-
and responsibility-oriented data and (2) make it possible to establish
explicit and clear links between revenue and expenditure sides of the
budget. -
In this second volume, attention is directed more explicity to
'what to do" and "how to do it" aspects of accounting. This relatively

nontechnical introauction contains descriptive and explanatory material,
The body of the report comprises an accounting manual per se,

The manual is a technical document, It prescribes an accounting
system and a system of accounts, It is !ntended specifically for use
by the Maryland State Department of Education, and it is unlikely that
the.nanual could be adopted in toto for use within another state educa~
tion agency, However, it is intended that the Maryland manual might

be regarded as a prototype that other agencies might adapt readily for
their owm use,

The phrase “system of accounts" is intended to refer to the

} " structure of the “chart of accounts," f.e., to the choice of accounts

to be established and utilized, The phrase "accounting s);stem“ is

j intended to refer to the clerical, mechanical, and other procedures
established to govern the design and flow of accounting documents and

} accounting operations.

y The Accounting Problem

The accounting system must record ‘the diverse transactionapand
A “show the financial conditivu of the enterprire. All financial data
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must be recorded in cbnsistent and 1ntelligib1e fashion, Atl financial
data must be classified so that they can be simmarized conVeniently in
. meanﬁngful reports, and so that management can use them in exerc¢ising
various controls. Management of an enterprise caqnot develop valid
_policies unltss necessary data are recorded, élassified brought together,
”summatized reported and analyzed, Data frust be available in éonsgoli-
dated forms, in izolated form, and in & variety of intermediate summaries.
These requiremente suggest that key aspects of the entire
systemns complex must be characterized by (1) completeness and (2) central-
ization, In order to be utilized most meaningfully, data must be complete
and must be secen as a single, integrated wkole, This 1s not to say that
all accounting operations must bz centralized; however, this does
require that the xesults of all accounting be available centrally in
'compatible form; hence, this does require central control over prescrip-
tions governing the accounting system and the system of accounts,'
" Accounting must record the day-to-day fiscal transactioné of
the enterprise. Accounting must provide for preaudit and accounting
contxrols over the execution of the budget. Accounting must furnish
facts essential to intelligent planning, not just financial planning,
but substantive planning of programs, Accounting must reflect the
financial position of the enterprise, i.c., must reveal the over-all
economic condition of the agency. Accounting also must reveai the
financial operations that represent the conduct of the agency's program
of operations, i.e., must state the cost of ecach segment of operations.
The portion of accounting that indicates the condition of an
enterprise is a low-volume task; it is accomplished by professional
accounting personnel who deal with greatly condensed summary information,
The portion of accounting that records and rcflects operations
of the enterprise is a high-volume task; most of it may be performed
by clerical personnel who deal with routine transactions in standardized
and largely Judgment-free procedures. The bul of this task is comprised
of accounting for execution of the expenditure "gide" of the operating
budget: allocations and their judgment, commitments and their fulfille
ment; and payments and their occasional refund, This is the area of
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.toutine matters can be disposed of in an almost automatic fashion. The

one or more steps in the procedure fof completing the transaction; ?
.(2) to personnel of the organizational unit on behalf of which the trans-

.0r . perform gome operation upon each transaction, no matter which organiza-

accounting preaudit, budgetary controls, and disbursements related to

the large number of smal} and repetitive transactions; e.é., purchases,

salaries, wages, travel and expense vouchers, rental payments, payments

for utilities, postage and other communications, repair and other services,

and a host of other ordinary items of expenditure, “‘ , . j
Bach transaction is dealt with individually, to be sure, but a

very limited number of types of transactions can be identified, Once

satisfactory provision is made for each type of tramsaction, the financial

aspects of most op2rations can be dealt with quickly and easily; one majot i

advantage of bureaucracy, of course, is that once procedures are established,

problem is to identify matters that are not routine and to have professional |
talents available that can deal with the exceptional case gs readily as §
established procedures can deal with the ordinary. . |

Expenditure Accounting .
Every transaction that affects the expenditure side of a budget 3

is of legitimate interest to several persons within the enterprise°
(1) to accounting, purchasing, and other "service” units responsible for

action is made; and (3) ultimatcly, in summaries, to the management of
the enterprise.
The service units (e.g., accounting, preaudit, purchasing) review

tional unit or which “bit of progran ig affected by the transaction,
Similarly, management units (e.gs, a budget office) may exercise surveil-
lance over all transactions or over selected.classes of_transactions.i The

“{nformation system" aspects of accounting therefore must be buile into
even the most routine procedures, i.e., accounting procedures must be .
designed to previde all necded information to the service and management

units,




An expenditure transacticn is of interest also to persons whose
operations are affected or refiécted by the transaction, i.c., to persons
who administer organizational'uhié%'of the enterprise or who direct “bits
of program’" that are recognizeci'éé cost centers, Such persons need not
(and probably ought not) perform accounting operations, They do need,
howaver, to know of every‘transéétion that affects the accounts that
represent their organizaéiénal units and activities, For their benefit,
"{nformation system” provisions must be built into accounting procedures.

These points are readily illustrated:

Example One, Management decides to allocate added funds to an
ongoing project. The increase in allocation becomes an accounting transac-
tion at the same time that it becomes a welcome piece of news to the person
responsible for conduct e¢f the project, If procedures, forms, accounting,
and reporting are genuinely intégrated into the management systems complex,
the budget office can originate a document that (1) informs all parties
concerned and (2) causes the proper entries to be made to accounting records.
Also, still assuming hn‘integrated management systems complex, the responsible
administrator, alerted to the fact of an increased allocation, will expect
to receive an accounting statement indicating that the increase has been
posted to his account: he need not keep a set of books to know the day-to-day
status of his account; he need only review and file the statements prepared
for him by an accounting unit.

Example Two, The head of a project prepares a requisition asking
that certain services, supplies, or equipment be purchased for project use
and specifying that the expense be charged to a proﬁect account, Competent
buyers make arrangements for the purchase and write a purchase order, The
accounting office reviews the order to mgké certain of its legality and
propriety,!to determine that it is in fact a legitimate éharge against the
project account indicated, and to ascertain whether the indicated account
holds resources sufficient to meet the expense when payment becomes due,

If all is well, the order is posted to the account as an "encum-

brance," i.e., as a commitment that is expected to ripen into a liability

that will require a payment to be made; a portion of allocatzad resources

I U




aufficient to meet payment is reserved for that future use, The order
is sent.to the vendor, A&n accounting statement is supplied to the
responsible administrator {ndicating that the order (copy of which accom~
panieg, the statement) has been recoxded and showing the effect of that
order upon the cuirent condition of the account to which the order ia
charged. '

Later, the vendor delivers the merchandise to the project office
and submits an invoice to the accounting office. Personnel of the project
check the contents of the delivery; if all is well, they submit a receiving
report to the accounting office, On the strength of the original order
plus the invoice and the receiving report, the accounting office initiates
payment, records mew entries to the accounts -(liquidating the encumbrance
and recording the payment), and issues new gtatements, The project admin-
istrator, without doing any bookkeeping; remains fully informed of the status
of “his® accounts,

One major ingredient in the accounting system, accordingly, is
comprised of the arrangements that enable an accounting office to furnish
current information to-each responsible administrator=-quickly, concisely,
and accurately--regarding the condition of each account for which the
administrator is responsible and identifying explicity. the reason for every
transaction posted . to, each such account, . In this very. basic sense, an
_accounting system ia an information system.. . By maintaining copies of
statements and copies of documenta in file, an adminiatratu. can know the
status of his allocation balances without engaging in memoranGum accounting.

The combined record of all allocation accounts, similarly, is an
{nformation source for management of the caterprise. By classifying,
grouping, consolidating, and otherwise manipulating accounting data, an
accounting unit can contribute detailed and summary information regarding
both the current operations and the condition of the enterprise.

- ¢

The Accounting Office . S .. . : _.' .
-2

In the Maryland State Department of Education, accountinv and
related tasks are centralized within the Divisicn of Audits and Accounts.
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That accounting division is’resbonsibié for seeihé"that fiscal data are
recorded, that necessary controls are exercised, and that reports are
prepared regularly and promptly., '

Accounting transactions are‘originated by actions taken throughout
the agency. Documents that repiesent the transactions are submitted to
the accounting division even when they are not initiated by that division,
The accounting division‘may initiate, review, audit, edit, and code each

document., It must then:
1, Group similar documents into "batches." .
2. Maintain controls over the batches,

3. Route the documents to the data ﬁrccessing units which
actually. post most transactions to ledgers of accounts,

4. Ascertain that‘the transactions have been posted to
the accounts and that all work is in balance,

5.' Fileaaﬁd*distribute copies of transaction documents
and: machine~-written etateuents,-

6. * Post summary entries to general ledger control accounts.

7. Develop accounting reports, statements, summaries, or
analyses.

The large-volume tasks of expenditure accounting are readily
adaptable to assembly line methods. Regular work schedules are established

. and maintained so that postings may be made daily at the hour when machine

time is available to the accounting division; definite “cutoff" times are
set iot the completion of scheduled operations. Each batch of work follows
prescribed routes as it is prepared for posting to the accounts, posted,
and filed and distributed,

Daily entries (in summary formb to the con*rol accounts in the
general ledgez are few in number. As prescribed in this manual, those
entries would be made manually within the accounting division rather than
mechanically or electronically as a computer task, Similarly, some
financial statements, reports, stu@ies, and analyses will be developed
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manually by the professional gstaff of the accounting division, although
the great bulk of regular, recurring, routine accounting statements and
reports will be produced by data processing equipment in accordance with
gtandardized programs and schedules.

For example, a statcment of account cperations is produced
automatically, as a part of each 6omp1ete cycle of machine postings to
the "expenditure gide" of the agency's budgetary accounts, for each account
to which one transaction or more is posted during the machine “run,"' As
planned for the Maryland State Department of Education, a “complete cycle"
will occur each week, and subcycles will be completed daily. Specifically,
a statement of account operations for a zesponsibility-oriented account
(i.e., representing an organizational unit) will be produced each day on
which the account has activity. A similar statement for a program-oriented
account (i.e., representing a cost center) will be produced at the close of
cach week during which the account lias activity. Similarly, trial balances
of the responsibility- and program-oriented ledgers of budzetary accounts
will be prepared automatically at the close of each weekly or daily cycle
or subcycle, ' »

On the other hand, many statements and reports will be developed.
manually by professional members of the accounting staff, on the basis of
data drawn from the computer-supported, day-to-day 'routinized accounting
operations. These will include many of the reports that must be developed
regarding the disposition of limited use moneys received from the national
government or other grantors. These also may include analyses of the
Department's funding plans,* As time goes by, however, it should become
increasingly feasible to reduce many such tasks to formulas that can

be programmed for computer-supported, automatic operations.

System of Accounts

This manual incorporates the single fund concept of accounting,
the case for which is discussed at length in the “Analysis and Proposals"
section of this report, All moneys for current operations--regardless of
source or purpose~=are accounted for within one fund, Within a revenue
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ledger, a separate account is maintained to reflect the amounts received
(or expected to be received) from eack major source, Within an allocation
and expenditure ledger, a separate account is maintained to reflect the
amounts allocated to each budgetary item, as well as the portions of such
amounts that are encumbered or expended. Within a general ledger, accounts
are maincained to control and to summarize these subsidiary ledgers, and
to indicate at all times both the financ¢ial condition and the totals of
£inancial operations of the Department., '

The allocation and expenditure ledger is subdivided in several
ways: to differentiate authorizations made during the current year from
those made during prior years; to differentiate the allocations made
available to organizational units from the suballocations made avallable
for the support of cost centers; to differentiate the amounts allocated
(or expended) for each object of expenditure; for éach budgeted item, to
maintain an explicit relationship between the amounts allocated, encumbered,
expended,zand available, thereby maintaining coﬁpleée budgetary controls
designed to prevent overcommitments of resources; and to provide both
detailed and summary informatioan regarding the several organizational
units, cost cenférb, dand objects of expenditure, both individually and in
various combinations. - o SR o

The system of accounts prescribed in this manual i based upon
the modified accrual method of aécodntiﬁg, in whibhu%eveﬁﬁes are recorded
'when estimated, but are not “onsidered to be availablé for use until and
unless they actually are received and deposited, and in Which'moﬁéys are
deemed to be expended as soon as a genuine liability is created. In
general, this s a conservative method of accounting. o

Thus, sums appropriated to the Department by the state legislature
are deemed to be available for use when appropriated, Sums to be received
from other sources (herein termed "augmentations") are budgeted but are
not deemed to be available until they have been received., In nontechnical
language, a distinction is drawn between “"nominal" budgetary accounts and
"peal" accounts, The budget-~as a plan of departmental operations--is
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zecorded in nominal accounts; neither commitments nox expenditures can be
authorized, however, until “real® tesbuf?éé!becbme availa@le,' Control
accounts in the general ledger are utiiiiéd’ta‘prevent coﬁmitments and
expenditures in excess of such reaivrégéufces; nominal accounts within the
allocation and expenditure ledger also aérdé this purpose.

Multifund account structures are created to maintain explicit and '
clear relationships between (1) moﬁeysxthat are available only for restricted
uses and (2) the commitments or expenditures that are charged to such moneys,
The single fund system accomplisﬁeé the same end but does so with accounts é
within one fund rather than with many funds. In those cases in which
restricted moneys are involved, program-oriented cost center accounts within

the allocation and expenditure ledger are keyed to each such item of
restricted-use resources. Where several sources of moneys provide overlapping
support for a single cost center, the overlapping relationships are made
explicit in a funding plan, Each expenditure can be related explicity to

a particular source of financial support. |

The effort has been made to design a self-contained accounting system
capabla of rendering to the state education agency whatever services may be
required of it: to record the budget; to record commitments and expendi-
tures; to generate reports; to reflect the result of operations and the
condition of the enterprise, If it were necessary or coavenient, che system
described could be modified to include the preparation of checks and check
registers, veconciliation of bank accounts, and other tasks frequently
assigned to an agency's systems of financial management,

In Maryland's state govermment, several major aspects of financial
management are largely centralized, All agencies-~including the Department
of Education--are served by central purchasing, disbursing, and related
units. The procedures incorporated in this manual are designed to accom-

X modate to thgt situation.

Several modifications would be made if Maryland were to adopt a
r less centralized system, Those modifications would be necessary if this
ii manual were to be used by tha state education ageicy of a state--e.g.,
Pennsylvania=~in which major financial services are substantially
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decentralized, For example, if the agency were to issue its own purchase
orders, without the intervention of a central gstate procurement office,
there would be little or no reason to record requisitions in the accounts;
provisions of this manual regarding tne accounting for requisitions could
be ignored. Similarly, if the agency were to make its own disburzements,
it would be necessary to write checks and check registers, rather than
registers of vouchers payable; this manual would have to be amended to
provice for these tasks, and a bank reconciliation procedure could be

gubstituted for the vouchers payable routines,
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0100-0130

0100 INTRODUCTION

This section describes the purpose, use, and control of the manual of
accounting and procedures.

0110 Use of the Manual
Supervisory personnel and other employees concerned with the budget,

accounting, and other fiscal operations of the Maryland State Department

of Education should use this manual for reference to procedures and rules
directly affecting their work and the work of the unit to which they are

Y Y

assigned, The manual serves as a means of orienting and training new

employees in their duties and responsibilities and in the general functions
and objectives of financial administration.

0120 _Scope of the Manual
This manual relates primarily to the Department's accounting for trans-

actions that are entered in revenue, budgetary, operating, and balance
sheet accounts, but does not immediately extend to the special aspects
of payroll, stores, or fixed asset accounting.

0130 Control of Manual

The Chief of Accounts and Audits in the Division of Administration and
Finance is responsible for the maintenance of the manual. Amendments to
any section of the manual are approved by him. He supervises distribution
of the manual and amendments thereto. f

When revised pages of the manual are received from the Chief of Audits
and Accounts, the old pages are to be removed and new pages imserted.
Changes are numbered serially, and a record of changes is maintained by
the Chief of Audits and Accounts.




0200-0210

0200 PURPOSE AND GENERAL NATURE OF THE ACCOUNTING SYSTEM

" e

The system of accounting for the Maryland State Department of Education
is designed as a prototype system of accounting for eventual uge by
other- state educational agencies throughout the .United States,

The system is designed to provide‘the”following:

! 1. Erogramroriented financial 1nformation ‘for internal
management, g \

1 2, Categorization of financial information for usge in
] connection with interagencyxe¥cb?c§es. 2

In ordey. to establish a'uniform "basic -system of £inancial reporting" for
i state educatiéd‘ageﬁcie85 it is essential ‘that .such agencies ‘maintain 3
ﬂfcgramroriented‘éystemb of budgeting, accounting, and firancial reporting,
To facilitate emphasis on the program orientation,. the eingle fund concept
of accounting is employed. All sources of revenue and expenditures,

[

1' dealing with current operations, are combined into one set of self-
balancing accounts. ° Detailed reévende and expenditure accounts ‘are subject
’2 to multiple coding ‘to facilitate "translation" of financial datd into’ ]

standardized programroriented formats.

LR

0210’ Single Fuhd Concept " .
The primary activities of the Maryland State: Department offEdueation'are
financed by appropriations from the State's general fund and Yy federal
grants received from the U, S, Office of Education. These appropriations
} and grants are accounted for in one combined set of self-balancing accounts.
‘ These accounts are under control of a set of self-balancing general ledger
accounts maintained by the State Department of Education,

By combining general fund appropriations and revenues from other sources
1 Into one set of self-balancing accounts, financial reports can be
generated from the system to provide management with useful and complete

i information. It also eliminates the need for maintaining a separate set of

?

self-~balancing accounts for each type of revenue by source,

ER&C
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0220 Cost Cegtg;g e R

Program~oriented financial information is derived primarily from the
budgetary accounts established for each cost center, A cost-center .is :
the smallest-,"building block” in the structure of the Department’s

total program, . Cost centers have not been derigned to be uniform among
the state educational agencies; however, the clescification and grouping
Of cost centers on the basis of uniform "dimensions” and “categories"
does provide uniform financial information for departmental use and in
connection with interagency exchanges.

0230 Agcoggtiﬁé for Transactions

The media for posting pertinent information to the accounting records

are transaction documents. These documents fall essentially into five
general groups: (1) requisition documents, (2) encumbrance documents,
(3) expenditure documents, 4) revenue and receipts documents, and

(5) internal transfer documents,

The responsibility for preparing these documents varies, but, in all
instances, the documents pass through the Division of Audits and Accounts
in the State Department of Education for preaudit and posting to subaidiary
ledgers in accordance with the established methods described in this
manuals The accounting information derived from the transaction documents
is produced and maintained by means of sutomatic data processing

equipment, _ , |
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0300 ORGANIZATION FOR FINANCIAL ADMINISTRATION

Primary responsibility for the Maryland StQte Departmuent of Education
financial plan is shared among the Goversor, Comptroller of the Treasury,
State Treasurer, Department of Budget-.and Procurement, Board of Public
Works, -Board of Revenue Estimates, and the State Auditor, in eddition to

the State Department of Educétion. . _ 1

0310 Governor . _ :
The Governor must submit a bhdgétlfor the ensuing fiscal year to each

annual session of the General Asgembly. The responsibility for preparing
‘ and administering the annual budget is assigned to the Department of
. Budget and Procurement.

‘ 0311 Department of Budget :and Procurement, The Depértmeﬂb.of Budget and
Procurement is a staff agency to the Governor and is headed by a director

of budget and procurement who 1s the Governor's chief budget and financial

yi advisor, , The department 1s divided into two bureaus, buigeting and
‘ procurements : - : . S +
! 0311.1 The Budget Bureau. The Budget Bureau, headed by a

chief, is responsible for preparing and administering the
3 budget programs and financial requirements of the State.

03112 The Puvchasing Bureau, The Purchasing Bureau, headed
. by a chief, purchases supplies, materials,and equipment
for use by state agencies. ;

s 1.

0320 Treasury Department R
1 The Treasury Department, established by the Constitution,-is headed by

a comptroller of the treasury and a treasurer: . ..i- :

yﬂ 0321 Comptroller of the iréééhﬁﬁﬁ' The Comptxollexr of the Treasury, an
” elected official, is responsible for. the. following duties:

; 1, General superintendent of fiscal affairs.

2, Planning and maﬁagement of revenues and support
of public credit.




0321-0340

3+ Accounting for revenues and expenditures.,

4. Preservation of accounts and prescribiné
accounting forms,.

5, Financial reporting,
6. Collection of taxes and other revenues.

0322 State Treagurer, The State Treasurer, appointed by the legislature,
is responsible for the following functions:

1, Receiving, depositing, disbursing, and
accounting for all state cash accounts.

2. Investing temporary surplus cash,
3. Custodian of securities.

4, Providing for interest payments on state-funded
debt and the redemption of bonds at maturity.

0330 State Auditor
The State Auditor, appointed by the Governor, is responsible for the

audit of all state agencies and submits reports of audits to the
Governor and the Comptroller of the Treasury.

L 0340 Board of Public Works

The Board of Public Works 1is composed of the Governor, Comptroller of the
Ireasury, and the Séafé.Treasurer; .The respoﬁsibilitieé Sf'tﬁe Board are
as follows:

1. Supervision of public works in which the State
"+ . . is a stockholder or creditor,

2. Regulation and supervision of certain state operations
- and' fiscal practices as empowered by law.

3. Appfoval of supplemental appropriations.

4. Supervision of state appropriations for activities
not allocated to specific agencies.
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0350 Board of Revenue Egtimates
The Board of Revenue Estimates consists of the Comptroller of the Treasury,

State Treasurer, and Director of Budget and Procurement. The Board is
responsible for submitting to the Governor a statement of anticipated

revenues for the ensuing fiscal year.

0360 State Department of Education
The State Department of Education is administered by a State Board of

Education. The seven members of the Board are appointed by the Governmor
for a term of seven years. The State Board of Education is responsible
for approving the Department's budget request before it is submitted to
the Governor through the Department of Budget and Procurement. The
State Board of Education appoints a state superintendent to direct and
execute the policies and regulations adopted by the Board.

0361 Division of Administration and Finance, The Department's Division
of Administration and Finance is headed by an assistant superintendent.
This division is responsible for administering the state programs for
state aid, public school transportation, school plant planning, and

school lunch.

0351.1 Division of Audits_and Accounts. The Division
of Audits and Accounts is headed by a chief of audits
and accounts. The responsibilities of the division
include the follcwing:

1, Preparing and administering the budget
for the Department.

2, Haintaining the accounting records for
the Department.

3, Distributing funds to local school systems.

4, Providing audit and fiscal advice to local
school systems.

P
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0400 THE BUDGET PLAN

This section describes the budget cycle of the State Department of Education
and the internal budgeting controls used to administer the budget.

Prior to the beginning of the fiscal year, the Superintendent of the

State Department of Education is required to submit estimates of money
required to finance the education program to officials of the State

for their review and approval.

0410 State Budget Review and Approval
The Department submits estimateés of the budget plan to the State Director

of Budget and Procurement, indicating: - -
1. The anounts availablé from:
a. The state genonal fund appropriations.
b. The grants from the U, So Office of Education.

c. All other sources 1nc1uding foundation grants '
- and contributions, S

2. The money required to operate the various organizational
units of the Department during the fiscal year. No -
resources are available for commitment or expenditure..
until they have been reviewed and approved by the State
Director of Budget and Procurement.

0420 Allocation of Resources by the State Director of Budget and Procurement
The allocation process involves the apportioning of each appropriation,

including the specific appropriation and estimated augmentations

(revenues anticipated from the U, S. Office of Education and other
agencies), according to organization and object of expenditure,
Allccations are developed at the beginning of the fiscal year on the basis
of expenditures anticipated to be made during the fiscal year.

WAL, VA T
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The number of allocations within an appropriation is determined by: (1) the
scope and variety of identifiable orjanizational units and (2) the desira-

bility of exercising formal budgetary control over these component units,

At the bejzinning of the. fiscal year,. the Superintendent of the State Depart=
ment of Education submits estimates to the State Director of Budget and
Procurement for the fiscal year according to the organization classification
and objects of expenditure shown in Charts 3 and 4, These estimates, when
approved, become the allocations and establish the expenditure pattern for
the fiscal year, _

0421 Suballocations by the State Depaftment'o% Education, Since the Depart=

ment requires budset control iﬁ a greater degree than that furnished by

the allocation accounts required to control the state budget plan, the
Department’s Chief of Audits and Accoﬁnts maintains "suballocations" by
cost centers,

Allocation estimates submitted for approval by the State Director of Budget
and Procurement ﬁay not be amended except in the régular manner described
in Section 0450, The “suballocations," however, have the status of depart-
ment records zad thus are not subjéct to central budget control.

0422 Relation of Allocations and ''Suballocations" to Federal-State Matching
Plan, In developing allocations and ''suballocations" fequests, the Super-
intendent of the State Department of Education must take cognizance of the
federa}-state matching pattern (if any) for each -organization and cost
center,

0430 _Classification and Codins of Budgetary Accounts

Within the accounts of Maryland state government, the code number for the
ceneral fund is 01, The code number for the State Department of Education

is 04, The code numbers for the several objects of expenditure are shown

in Chart 4.

0431 Appropriation Accounts, State appropriations to the Department of Educa=-
tion are identified by the seven-digit number as follows:

Fund Department Appropriation Year
01 04 XX X

= 5O 0 C=|m e == =
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The appropriation number identifies in numerical sequence the appropriations
made to the State Department of .Education., Zhe year code derives from

the last digit of the fiscal year; e.ge., 7 is used for appropriaticns
enacted by the legislature for the 1966-67 fiscal year, :

0432 Allocation Accounts, The complete seven-digit appropriation number
plus four additional digits are used as the acecount code to identify the
allocations as follows:

Fund Department Appropriation Year Organization Object of Expenditure
01 04 ‘ X X XX XX

The twé-digit organization code identifies the organizational unit to

which the allocation is made. The final two digits fdentify the objects
of expenditure.

0433 "Suballocation" Accounts. The "suballocation" accounts are identified
by a three-digit cost center.code as follows: .

‘Object of

Fund Degartment Apgrogriation Year Organization Expenditure Cost Center

01 04 KX X XX - . . XX XXX
0434 Use of Account Codes. The State Department of Education utilizes these
numbers on all transaction documents and on all "business" correspondence
routed through the central financial agencies of the State,

"Internal® documents of the State Department of Educa;ioh may be prepared
without the fund and department codes. Each document to be posted to

the allocation and expenditure ledger is identifiedxby the proper alloce
tion and suballocation account code. Space is provided on all transaction
documents for entry of the proper type of code.

0440 Submission and Approval of Allocation Regueéts
Immediately after the Governor's approval of the appropriaiion scts, the

Department prepares a schedule cf alleccations for each appropziation,
The schedules are submitted to the State Director of Budget and Procure~-

ment for review and approval. Approved schedules are returned to the

B
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Department's Division of Audite‘and hceoqpisf“:The amounts spproved are ﬁosted

to the Department’s appropriatioﬁ ledger.and to its allocation and expendi-

ture ledger,

[ 0441 Submission of fSuballocation“ Requests, On the basis of approved allo~
' caticns. the Department preparea schedules of suballocations., Suballocations

are an internal maiter of the Department ‘and do not require further approval,

e

However, the total of each jroup of suballocations must equal the controlling
: allocation previously approved. After review for this arithmetic relation-
ship, the Division of Audits and Accounts posts the schedules of suballoca=
tions to the allocation and expenditure ledger., The amounts posted to the
suballocation accounts thus constitute the detail for the amounts posted

to the corresboodins gllocation accounts of the allocation and expenditure

ledger.

e ais

0450 Amendments of Allocations

In order to increase the balance of an allocation account, an allocation

amendment must be prepared and submitted to the State Director of Budcet
- and Procurement for approvaI.

0451 Amendments of "Suballccations,"” When an allocation is amended, the
related "suballocation" accounts must be amended also. Space is provided

on the allocation'amendment for the "suballocatioa" codes,

0460 Appropriation Aufmentations
Estimates of available resources, in terms of appropriations and allocationms,

are determined on the basis of the specific state appropriation plus the
amount of estimated authorizations, The Department must account for these

é total estimated authorizations and, at the same time, must exercise control
to keep commitments and expenditures of such authorizations within the limits
of a specific appropriation plus actual credits, Special procedures ere
required for these tasks,

0451 Allocations, When the schedules of allocations are prepared, the

amount of the specific appropriation as well as the amount of the estimated
ausmentations are shown, Allocations are approved in the total amount, -

i.es, the specific appropriation plus the estimated credits,
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When the schedules of allocations have been approved, the individual
allocations are recorded in the appropriation ledger and in the allocation
and expenditure ledger. In addition, an allocation subcontrol account is
established for the allocations within each appropriation which is
augmented,

0470 Developing and Administering Funding Formulae
The Division of Administration and Finance, acting for the Superintendent

of the State Department of Education, is responsible for developing and
administering each state-federal~other funding plan. In support of

each "suballocation" request, the division must prepare a funding

formula which discloses the sources (e.g., state appropriations, federal
grant-in-aid, foundation grants) that finance each '‘suballocation,” The
funding formulae must be made available to the Chief of Audits and
Accounts for use in preparing federal and state reports,

0471 Amending Funding Formulae., The Division of Administration and
Finance, acting for the superintendent, may change the funding formulae

at any time during the fiscal year. A restatement of the funding

formula or a statement of the new funding formula must accompany each
“suballocation" amendment,

0472 Full Utilization of Federal Grants., The primary purpose in permitting
the Division of Administration and Finance to develop and amend the funding
formulae is to insure the most advantageous utilization of all grants,

Any unexpended or unencumbered federal grant must be encumbered as part

of the reserve for prior year encumbrances at the end of the fiscal

year., The balance thns reserved either must be returned to the federal
government or transferred to the new fiscal year and accounted as part

of the new federal grants-in-aid,

e ta) e e b e o o N
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Chart 3
ORGANIZATION CODES

MARYLAND STATE DEPARTMENT OF EDUCATION
State Board of Education

State Superintendent of Education

Division of Administration and Finance
Division of Library Services

Division of Vocational Education

Division of Instruction

Division of Federal-State Relations
Division of Vocational Rehabilitation
Division of Certification and Accreditation

Division of Research and Development

;
|
1
%
3
i
;
;
]
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Chart 4

CLASSIFICATION OF EXPENDITURES BY OBJECTIS

01

02
03
04
05
06
07
08
09

10
11

12

13

14

Salaries_and Wages

Salaries and wages

Operating Expenditures

Technical and special fees
Communications

Travel

Food

Fuel

Motor vehicle operations and maintenance
Contractual services

Supplies and materials

Equipment

Equipment--replacement
Equipment--additional

Grants, Subsidies, and Contributions
Grants, subsidies, and contributions

Fixed Charges
Fixed charges

Land and Fixtures
Land and fixtures
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0500 UATURE AND RELATIONSHIP OF GENERAL LEDGER ACCOUNTS

This section describes the nature and relatiouships of the general
ledger accounts which control the financial transactions of the State
Department of Education. (Appendix I contains a detailed description of
each of the accounts, the nature of their balances, and the relationship

between the general ledger and subsidiary ledger accounts).

0510 Numbering General Ledger Accounts ;
The general ledger accounts are required to reflect (1) financial |

condition and (2) status of operations, They are arranged according to
type of accounts, i.e., asset and valuation, liability, surplus reserve,
operating, and budgetary. Each account is assigned a two-digit nuiber.

0520 Description of General Ledger Accounts
The general nature of the general ledger accounts and the special

DR

characteristics of each account are described below. Also, see Chart 5
which follows Section 0500. |

0521 Asset and Valuation Accounts., Account Ol Fund Balance reflects
the Department's equity in the state treasury. Specific appropriations

authorized by the legislature, revenues received, restricted receipts,
and refund of expenditures are charged to this account, Vouchers paid

and appropriation lapses are credited to this account.

Account 11 Petty Cash Advances is a control account, the balance of which

} represents. ithe cash advanced by the treasurer for payment of immediate ]

. claims. | i

} 0522 Liabilitz Accounts. Account 21 Vouchers Payable represents the |
balance of vouchers submitted for payment for which checks have not :

; yet been issued. |

{
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Account 23 Advances from State ‘Treasury reflects the amount of petty cask
advanced to the Department for payment of small claims,

0523 Surplus Accounts, Account 31 Reserve for Prior Year Encumbrances is

established to cover the eventual liabilities represented by encumbrances
outstanding at the close of the prior. fijcal year, Account 33 Reserve

for Restricted Receipts is a control account for trust and agency moneys;
receipts of these moneys are credited and disbursements are charged directly
to this reserve,

0524 Operating Accounts, The standard operating accounts are Account 42
Revenue Received and Account 50 Expenditures. Acccunt 42 is a control

account which ié credited with amounts of cash received except for
restricted receipts., Account 50 is charged with all approved expenditures
which are chargeable against current appropriatioms,

0525 Budgetary Accounts, Account 41 Estimated Appropriation Augmentations

reflects the unrealized amount.of the designated revenues appropriated,
"Augmentations" are revenues received from sources other than state
appropriations, Account 44 Aﬁgtogriations represents the amount of moneys
available for allocations. This includes specific legislative appropria-
tions plus augmenting revenues received, “

Account 45 Aliocations is the control account for budgeted funds that
are "on hand" and available to the Department for expenditure (i.e.,

appropriations plus auguentations received).

Account 45 Requisitions records the amount of purchase requisitions

submitted for which purchase orders have not yet boen issued, Account 47

Reserve for Requisitions is a contra account to Account 46,

Account 48 Encumbrances reflects the amount of_commitments wmade and is
credited with their liquidation or cancellation, Account 49 Reserve

for Encumbrances is a contra account to Account 48,
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0530-0530

0530 Control and Subsidiary Accounts

All of the general ledzer budgetary and operating accounts, except

Account 61 Budgetary Clearance and the budgetary reserve accounts for
requisitions and encumbrances, are.supported by subsidiary ledger

accounts, For these general ledger accounts, subsidiary accounts are

established as follows:

41

42
44
45
46
48
50

Estimated Appropriation Augmentations--one
for each source which augments a current
appropriation,

Revenue Received--One for each source of revenue.
Appropriations--One for each appropriation.

Allocations--One for each allocation,

Requisitions~-One for each allocation account,

Encumbrances~~One for each allocation account,

Expenditures--One for each allocation account.

*»
Brenoyn ‘




Account
Number

01
11

21
23

31
33

41
42

45
46
47
48
49
50

61

Chart 5

CLASSIFICATION OF GENERAL LEDGER ACCOUNIS

Account Name

Agsets and Valuation Accounts

Fund Balance
Petty Cash Advances

Liabilities

Vouchers Payable
Advances from State Treasury

Surplus Reserves

Regserve for Prior Year Encumbrances
Regserve for Restricted Receipts

Budgetary and Operating Accounts

Estimated Appropriation Augmentations
Revenue Received

Appropriations

Allocations

Requisitions

Reserve for Requisition

Encumbrances

Reserve for Encumbrances

Expenditures

Clearing Accounts
Budgetary Clearance

e
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0600 ACCOUNTING RECORDS AilD _REPORTS

This section describes the records maintained by the Division of Audits
and Accounts for the purpose of recording financial transactions. It

also describes reports prepared from data appearing within these records.
The general nature and purposes of each record and report are explained,
but only incidental reference is made to the accounting documents

which serve as posting media. These are described in detail in subsequent

sectiona,

0610 Ledgers and Journals

The following ledgers and jburnals are maintained:

A. General Ledger
B. Subsidiary Ledgers

1. Revenue received ledger

2. Appropriation ledger

3. Allocation and expenditure ledger ;

C. Other Subsidiary Records
1. Document files

D. Journals
1. Batch control sheet
2. Journal voucher

0611 General Ledger. The general ledger is the basic accounting record
of the Department. In summary form, it contains all transactions, and

it controls the various subsidiary records. Summary figures found in the
general ledger must balance with the detailed data recorded in sub-

sidiary ledgers.
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0612 Subsidiary Ledgers. Three groups of subsidiary ledgers are required

for recording transactions réfating to ‘the Department. They are:

1, Revenue received 1edoer

o

2. Appropriation ledger

3. Allocation and expenditure ledger

0612,1 Revenue Received Ledger. The revenue received
1edger consists of a file of machine-produced statements
coded by fund and revenue type. .- This ledger supports
the summary entries recorded in general ledger Acccunt
42 Revenue Received.

When revenues are received, they are posted as c¢redits
to the respective revenue received accounts.

0612.2 Appropriation Ledger. Each specific expenditure
authorization in the form of an appropriation is
recorded in the appropriation ledger. The subsidiary
accounts of the ledger are controlled by general ledger
Account 44 Appropriations.

Postings to the appropriation ledger are made by means
of a computer operation; physically, the ledger consists
of a file of machine-produced statements coded by fund
and appropriationi’

At the beginning of the fiscal year, credits to the
appropriation ledger are posted from a journal voucher
containing (1) the specific amounts authorized by the
Ceneral Assembly and (2) the estimated augmentations
approved, Allocations are posted as debits to the
appropriation ledger in order to develop the unallocated
balance of each appropriation.

0612.3 Allocation and Expenditure Ledger. Three
gllocation and expenditure ledgers are maintained for
(1) current appropriations, (2) rest.:icted receipts,
end (3) prior year encumbrances, Postings to these
ledgers, also, are made by a computer process.

0612.4 Current Year Allocation and Expenditure Ledger.
Approved allocations are posted as credits to the
allocation and expenditure ledger. This credit balance
represents the amount available for expenditure. Each
object of expenditure to which an allocation is made

I,
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constitutes a separate subcontrol in the current year
allocation and expenditure ledger. A separate account
for each object of expenditure within each cost center
and organization is maintained. The accounts maintained
for the objects of expenditure reflect the detail commi t-
ment and expenditure transactions recorded against the
ledger., Once an allocation is approved and debited to
the appropriation ledger, the amount 8o approved is
credited to the allocation and expenditure ledger.

Only this balance is available for commi tment and
expenditure. To achieve the necessary control, the
allocation and expenditure ledger contains not only

a record of allocations made, but, also, a record of the
requisitions, encumbrances, and expenditures that have
been charged against the allocations.

0612.5 Restricted Receipts Ledger. Each type or source
of restricted receipts constitutes a separate subcoatrol
in the restricted receipts ledger. Accounts within the
subcontrol consist of objects of expenditure, cost
centers, and organizational units,

0612.6 Prior Year Encumbrance Ledger. At the close of

a fiscal year, several accounts in the current year
allocation and expenditure ledger will contain out-
standing encumbrances. For each such account, a separate
account i3 established in the next fiscal year's prior
year encumbrance ledger. ‘ '

'L 0613 Other Subsidiary Records. Various document files are supporting
' records maintained by the Division of Audits and Accounts. Transaction

}3 documents are filed numerically by type of document; i.e., purchase

L requisitions, purchase orders, miscellaneous orders, etc. See subsequent

} sections of this manual for a list of transaction documents. Also, see
Chart 7. . . _ | :

; 0614 Journals. There are two % »f intermediate accounting records

3 which sezve as posting media to the general ledger accounts. These are

3 (1) btatch control sheet and (2) journal voudhgr.

0614.1 Batch Control Sheet. A batch control sheet is
prepared daily to effect internal control of accounting
.3 documents. Documents approved for posting to the various
ledgers are grouped according to their effect; 1i.e.,
encumbrances, expenditures, etc. Totals of each

©
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document group are entered in the appropriate column of
the batch control sheet. Total debits and credits on the
batch control sheet are posted to the general ledger.

0614.2 Journal Vouchers. Transactions not reflected on
the batch control sheet are summarized on journal’
vouchers and then posted to the general ledger.

0615 Accounting Reports, This section describes the general nature and
purpose of the daily, wonthly, quarterly, and annual réborts prepared
from data sppearing within the accounting records. See’Appendix IV
concerning the formats for the reports described in ihjsﬂseétion.

0615.1 Daily Report of Allocations and Expenditures.
The daily report of allocation and expenditure transactions
is prepared by the computer. This report shows opening
balances of allocations, requisitions, encumbrances,
expenditures, and available balances by cost center,
organization, and appropriation., The transactione for
the day are listed, and the closing balances of the
accounts are reported. This report is prepared in
triplicate: the original is sent to the assistant
superintendent for administration and finance; the.
duplicate is retained in the Division of Audits and
Accounts; and the triplicate of each segment of the
report is forwarded to the appropriate division head,

0615.2 Monthly Trial Balance, At the ¢nd of the month,
‘the Division of Audits and Accounts prepares a monthly ~
trial balance of the general ledger. The heading shows
the name of the fund--i.e., General Fund--and the date of
the trial balance. The columns indicate the account
number and name, debit balance, and credit balance. The
trial balance is prepared in duplicate; the original is
sent to the Comptroller of the Treasury and the duplicate
is retained in a post binder by the Bureau of Audits

and Accounts.

0615.3 Monthly Report of Allocations and Expenditures.

At the end of the month, a computer-produced monthly
report of allocations and expenditures is produced in

six copies; the original is sent to the State's Depart-
ment of Budget and Procurement; the duplicate is submitted
to the State Board of Education; the third copy is submitted
to the superintendent of education; the fourth copy to

the deputy superintendent; the fifth copy to the Division
of Audits and Accounts; and the sixth copy to the
appropriate various organizational units within the
Department.
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0615-0615

0615.4 Monthly Report of Cost Centers. This report shows
allocations, requisitions, encumbrances, expenditures, and
available balance for the various accounts maintained for
each cost center, The report is prepared for distri-
bution to departmental administrative personnel,

0615.5 Monthly Report of Revenue Received. This report
is prepared showing the total revenue received for each
type of revenue account, This report is distributed to
departmental administrative personnel,

0615.6 Monthly Report of Appropriations. The report of

appropriations is prepared showing the total appropriatiom,
allocations, and available balance for each expenditure

authorization.

0615.7 Quarterly Reports of Federal Grants. At the end
of September, December, March, and June, the Bureau of
Audits and Accounts prepares reports of expenditures for
presentation to the U. S. Office of Education re each
federal grant.

0615.8 State Agency Program-Function Report. This
report is prepared annually for the U, S. Office of
Education. The report shows the total amount
expended for each program-function code.




Chart 6
GENERAL LEDGER AND SUBSIDIARY LEDGERS

' 1
Gereral Ledger Subsidiary Ledgers
Account
Number _ Name of Account
|
21 Vouchers Payable I ]
Open Voucher
File
31 Reserve for Prior Year % ) [
Encumbrances (Prior Alloca- —L
tion and Ex- ;
penditure Open Order |
Ledger File
~
33 Reserve for Restricted ereatricted |
Receipts . Receipt §
Ledger ;
41 Estimated Appropriation "progriation ?
Augmentations Ledger |
Allocation |
and Expendi- ;
ture Ledger
42 R Received |
evenue Receive /-
. Revenue 1t
Received
Ledger ,
44 Appropriations /!f
Appropriation
Ledger ]
45 Allocations /!
Allocation
and Expendi-
ture Ledger
46 Requisitions - —
/' Allocation - Open
and Expendi-
A Requisition
g ture Ledger File
L -
48 Encumbrances ( Allocation . ]
' and Expendi- '
Open Order
ture Ledger File
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0700-0710

0700 TRANSACTYON DOCUMENTS

This section describes the effect of the Various accounting transactions
upon the system,

0710 Types of Documents
Transaction documents are the source of all entries to the subsidiary

f records as well as entries on the batch control sheat 2nd the general

ledger, Transaction documents used by'the State Departmeat of Education
are* | '

1, Requisitica Document
a, Purchase Requisition
2, Encumbrance Documents

a, Stores Encumbrance

B

be Purchase Order

e Actual Emergency Purchase Order

it A LA

d. Miscellaneous Encumbrance
3« Expenditure Documents

a, Vohéﬁer Transmittal

b, Pa&roll Voucher

cs Refund of Expenditures
k ' 4. Revenue and Receipts Documents
| a, Revenue Deposit

be Debit Memorandum




0710-0730

5 Internal Transfer Documgnts
a, Schedule 6f Allocatigh;i
b, Allocation Amendment .-
¢s Schedule of Revenue Augmenting Appropriations

d, Adjustment Voucher

0720 Requisition Document : e
The purchase requisitions are prepared yy_the procurement section ol the

Department from agency purchage requests to order materials, supplies,

or equipment for shipment to the Department or field office. Purchase
requisitions show the allocation and expéﬁditure ledger account to be
charged, Requisition documents posted to the allocation and expenditure
ledger increase the outstanding requisitions and decrease the available
balance of the accounts affected, Requisition documents are sdmmarized
daily and result in a posting from the batch control sheet to the general
ledger as a debit to 46 Requisitions and a credit to 47 Reserve for

Requisitions,

0730 Encumbrance Documents

Encumbrance documents record commitments to expend specified amounts from
allocations for services, materials, supplies, or equipment, There are

two types of encumbrance documents: (1) those which liqui&ate requisitions
and (2) those which do not.

Encumbzrance documents are posted to the allocztion and expenditure detail
accounts., The postings increase the outstanding encumbrances ;nd decrease
the outstanding requisitions. These postingé méy also increase or decrease
the available balance of the account if thé encumbrance differs from the
requisition which it liquidates,

Encumbrance documents are summarized and result in a posting from the

batch control sheet to the general ledger as a debit to 48 Encuisbrances




0730-0750

and a credit to 49 Reserve for Encumbrances for the amount encumbered, and
a debit to 47 Reserve for Reguisition and a credit to 46 Requisitions for
the. amount of requisitions liquidated. ‘

0740 Expenditure Documents

Expenditure documents represent departmental payrolls and payments of
bills received from vendors, contractors, other state agencies, etc,
There are three major classes of expenditures: (1) those that result in
direct expenditures, (2) those that liquidate requisitions; and (3) those
that liquidate encumbrances. Expenditure postings to the allocation and
expenditure ledger iricrease the amount of expenditures (and decrease the
available balance of the account affected if the expenditure does not
liquidate another document). The postings increase the expenditures and
decrease the requisitions or encumbrances (as the case may be) if the
expenditure document does liquidate a requisition or encumbrance; these
postings may also increase or decrease the available balance of the account
if the expenditure amount varies from the amount (exceeds or is less than
the document) which it liquidates,

Expenditure documents are summarized daily and result in a posting from
the batch control sheet to the general ledger as: (1) a debit to
50 Expenditures and a credit to 21 Vouchers Payable for the amount of

expenditures; (2) a debit to 47 Reserve for Requisitions and a credit to
46 Requisitions in the amount of requisitions liquidated; and (3) a debit

to 49 Reserve for Encumbrances and a credit to 48 Encumbrances in the

amount of encumbrances liquidated,

0750 Revenue and Receipts Documents

Revenue and receipts documents evidence amounts received and transmitted
to the Treasurer for credit to the general fund, These documents are
posted as credits to the appropriate subsidiary accounts in the revenue
received ledger, Revenue and receipts documents are summarized daily and

result in a posting from the batch control sheet to the general ledger as




0750-0760

(1) a debit to Ol Fund Balance and a credit to 42 Revenue Received, for

revenue augmenting appropriations, and (2) a debit to Ol Fund Balance and

a credit to 33 Reserve for Restricted Receipts, for agency trust funds

received,

0760 Internal Transfer Documents

Internal transfer documents are authorizations to transfer amounts from
one account to another, These documents are used to effect transfers and
adjustments between accounts of the same subsidiary ledger or between the
appropriation ledger and the allocation and expenditure ledger,
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0800-0820

0800 ACCOUNTING FOR APPROPRIATIONS AND ALLOCATIONS

This section contains the transactions necessary to account for appro-
priations and allocations, Appropriations and allocations constitute
the authority to expend department funds,

0810 Accounting for Appropriaticns
Based on the appropriation acts passed by the General Assembly for the

State Department of Education, a journal voucher is prepared in order to
credit the necessary accounts in the appropriation ledger.

The journal voucher affects thc general ledger by crediting Account 44
Appropriations and debiting Account O1 Fund Balance,

0820 Accounting for Allocations

The State Department!of Education prepares a schedule of allocations for
each appropriation. For those abptopriations which are authorized to be
augmented, the amount of the estimated augmentation is entered and ad&ed

to the specific appropriation to arrive at the total amount available
for allocations.

The schedule of allocations affects ‘the general ledger by crediting
'Account 45 Allocations ‘and debiting 'Account 44 Apgrogriations in the
amount. of specific appropriations, and by crediting ‘Account 41 Estimated
Appropriation Augmentations and debiting Account 61 Budgetary Clearance
in the amount of the estimated augmentations, These postings are made
after the schedules of allocations have been approved by the State's
Departmen of Budget and Procuzement.

When schedules of allocations are prepared for appropriations authorized
to be augmented, the amount of the specific appropriation and the smount
of the estimated augmentation are both shown. Allocations are planned
on the basis of the total of the specific appropriations plus the °
estimated credits. 1In the general ledger accounts, however, only

the amount of allocations chargeable to specific appropristions is




0820-0831

credited to Account 45 Allocations. l?he amount of estimated augmentations
is established as follows: ' )

Dr. 61 Budgetary Cleerance '

Cr. 41 Estimated'Appropriééion Augmentations
To record allocations and suballocations based
on estimated allocations.

Dr. 44 Appropriations - A

Cr. 45 Allocations

To record allocations and suballocations

chargeable to specific appropriations.
Schedules of suballocations by cost centexs are also processed and
posted to the allocation and expenditure ledger. The detail allocation
accounts by cost centers are credited with the amount of the total
allocations. An unrealized (or minus) allocation account is established
for each subcontrol and is debited--i.e., minus (-) in the allocafion
column--by the unrealized amount of the estiﬁéte&'aﬁgmentation. This
serves to reduce the amount of the total allocation; within the subcontrol.
available for commitment and expenditure. '
0821 Allocation Amendments. Transfei's between allocations are accounted
for by means of allocation amendments. Transfers between objects of
expenditure and organizational units require prior approval of the
Director of Budget and Procurement. Transfers between cost centers within
the same orgainzat.ion unit do not require approval of the Director of
Budget and Procurement. The amendment does not affect the general

ledger accounts.

0830 Postinez to the Allocation and Expenditure Ledger
Approved copies of the schedule of allocation, schedule of suballocations,

and allocation amendments are received by the Division of Audits and

e ot e e
* [ A% RN

Accounts,
0831 Preauditing. The approved copies are chécked for arithmetic

accuracy, completeness, and particularly to be certain that the proper




0831- 0840

signatures are affixed. Allocation amendments not requiring the approval
of the Director of Budget and Procurement are checked for completeness,
arithmetic accuracy, proper account numbers, and authorized signatures.
0832 Batching, Schedules of allocations, schedules of suballocations,
and allocation amendments are sorted by type of transaction. Separate
totals are developed for each type of tramsaction.

0840 Accounting for Appropriation Augmentations
Based upon the revenue deposit concerning augmenting revenue, the

Division of Audits and Accounts records the following entry to the

general ledger and revenue received subsidiary ledger:

Dr. 01 Fund Balance
Cr. 42 Revenue Received

Also, a schedule of revenue augmenting appropriations is prepared and
posted to the general ledger, the appropriation ledger, and the alloca-
tion and expenditure ledger. The entries are:

Dr. 41 Estimated Appropriation Augmentations
Cr. 44 Appropriations

Dr. 44 Appropriations

Cr. 45 Allocations

The schedule of revenue augmenting appropriations is posted as a
credit--i.e., plus (+) allocation to the unrealized allocation account.
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0900-0912

0900 ACCOUNTING FOR REQUISITIONS, EiICUMBRANCES, AND EXPENDITURES

This section describes the procedures required to process requisition,
encumbrance,-and expenditure documents through the system,

0910 Preauditing
Requisition, encumbrance, and expenditure documents are processcd
promptly so procurement is expedited and accounts show current balances.

0911 Requisition Documents. Requisition documents are processed as
follows:

1. Doéuments are pin-stapled with the accounting copy:
on top.

2. Documents aré reviewed for compliance with legal and
administrative requirements and for propriety of
expenditure, '

3. Account codes and amounts charged to each account
are checked,

4, The accounting copies of the requisition documents are
initialed to show that they were preaudited.

After this examination, all documents approved are sent to the control
clerk who prepares the batch control sheet and merges the requisition
documents with the other types of documents.

0912 Encumbrance Documents. Encumbrance documents are processed as
follows:

1. Documents are pin-stapled with the accounting
copy on top.

2. Documents are reviewed for compliance with legal
and administrative requirements and for propriety
of expenditure except where, as on purchase orders,
such review was made at the time the requisition
document was edited.

3. Account coding and amount charged to each account
are checked,

ERIC

Full Tt Provided by ERIC.
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0912-0913

4. The numbers of the requisition documents being
liquidated. are checked,

5. Wherever it is necessary, as on purchase orders,
the amount being liquidated with respect to the
requisition document is computed and entered on the
accounting copy of the encumbrance document.

6. The number of the liquideting document, amount of
the liquidation and the cate under which the
encumbrance document is to be posted ‘to the

. allocation and expenditure ledger are entered in
the record of liquidations an the accounting
copy of the purchase requisition.

7. The new outstanding balances of the documents
liquidated are computed.

8. The accounting copy of the encumbrance documents are
initialed to show that they were edited.
After this examination, all encumbrance documents approved are sent
to the control clerk,

0913 Expenditures. Invoices are received in thtée EOpies by the Division

of Audits and Accounts. Invoices are checked against the pending file
of encumbranéé documents 1if they require liquidation of encumbrances,

If an invoice is for a type of expense on which receiving reports are
made but no receiving report is in the file of pending encumbrance
documents, the invoice is filed next toc the encumbrancerdbcument to which
it relates. The person who should have received the snrvic.s, materials,
supplies, or equipment is notified that a receiving report must be
submitted immediately if the items have been received. Invoices for
telephone, utilities, postage, and freight must have the approval of
agency personnel concerned. Approval is indicated by signature on the
second copy of the invoice,

After proper evidence of receipt of goods or services is received, the
invoices are processed for payment as follows:

l. Invoices are pin-stapled (sequence: second copy,
original copy, third copy) with the accounting copies
of the encumbrance documents attached to the second
copies of invoices,
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0913-0920

The second copies of invoices, which serve as the
accounting copies, are stamped with a voucher
processing grid., This provides lines for

initialing to be certain financial editing processes
are completed.

Direct payment invoices are posted to a vendor
direct payments record to determine that they
have not been paid previously, . :

Cash discounts are computed,

Required processing and accounting information is
entered in the voucher processing grids.

The amount of the liquidation and ..e date under
which the document is to be posted to the allocation
and expenditure ledger are entered in the record of
liquidation on the accounting copy of the documents
liquidated,

The new outstanding balénces of the documents
liquidated are computed and recorded in the record
of liquxdation.

Accounting copies of the invoices are stamped with
the number of the voucher in which they are to b«
included.

The documents are forwarded to the control clerk for the following

processes:

1.

2.

Compute separate totals for the amount of requisitions
liquidated, the amount of encumbrances liquidated,
and the amount of expenditures,

llerge expenditure documents with other documents.

0920 Posting Documents

The documents in the batch are keypunched and key-verified and the cards

are forwvarded to the data processing center. Source cards are processed

by the center to generate a transaction run which is verified with the

batch control totals. After the transaction run is vefifiéd, the tape

is processed by the center to update the ledgers and produce the

reports of the various ledgers affected,




0920-0939

If the posting‘of any document creates a negative available balance at
the organization level, the document cannot be processed. The posting
which caused the negative balance is reversed, and the document is

removed from the batch.

0930 Release and Distributior: of Documents

After the posting of the batch has been proven, voucheis are prepared
from invoices processed. The original and third copies are sent to
the gtate éomptroller. The second copies aré retained by the Division
of Audits ard Accounts.

Other documents are distributed as follows:

1, Requisition and encumbrance documents on which
complete or final liquidations were made are
filed in closed files numerically by document
number with;n each type of document.

2, Partially liquidated requisition and encumbrance
documents are returned to the pending files.
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1000-1020 ]

1000 ACCOUNTING FOR OTHER TRANSACTIONS

This section considers those transactions rot discussed in preceding
sections of this manual, The following subjects are reviewed in the sub~-

sections correspondingly numbered:

1010 Accounting for Vouchers Payable ,
1020 Accounting for Payrolls

1030 Accounting for Restricted Receipts

R T

; 1040 Accounting for Prior Year Encumbrances

1010 Accounting for Vouchers Payable

The credit balauce of general ledger Account 21 Vouchers Payable reflects

the total of vouchers in the offices of the state comptroller and |
treasurer, The credit awounts entered on the batch control sheet %
represent the amount of vouchers forwarded that day to the state i
comptroller.

The batch control sheet summarizes all vouchers posted as exrenditures,
prior year payments, and payment of restricted receipts;

When the Division of Audits and Accounts receives a notice’ (disbursement
notice) that the treasurer has paid a voucher, the procedure is as
follows° :

. e e
LR B 3

1,. The accounting copy of the voucher is noted with
the number and date of the disbursement notice.

2. The amount of vouchers paid is entered on the batch
control sheet,

1020 Accounting for Payrolls

Payroll charges for the State Department of Education are recorded in
the allocation and expenditure ledger from the payroll vouchers, Payroll

vouchers are summarized by cost centers, organizations, and appropriations,




1020~-1032

In order to obtain the program-oriented cost information for the Depart-
ment, it is essential that personnel .record their time by cost centers,
Payroll time cavds are digtributed to all employees at the beginning of
the pay period, Supervisory personnel are responsible for‘reviewiug
payroll time cards before. they are forwarded to the Division of Audits
and Accounts for payroll processing.

Payroll vouchers are batched with other expenditure transactions that
affect the allocation and expenditure ledger.,

1030 Accounting for Restricted Receipts
Restricted receipts are trust and agency moneys which are accounted

for within the general fund, These include federal grants for which the
State Department of Education acts as an agent in transmitting the '
grants to local systems,

Restricted receipts are controlled by general ledger Account 33 Rese:gé
gggjggﬁtficted.keceipts, A subsidiary ledger is maintained by organizsa-
tion, cost center, and objects of expenditure for each type of restricted
recg?pp.

1031 Abcodﬁting for Receints, Restricted receipts aie recorded as follows:
Dr. 01 Fund Balance | '
Cro 33 Resexve for Restricted Receipts

The receipts are posted as an increaée'in the allocation ceolumn bf'thé
restrictad receipts ledger accounts affected. ‘

1032 Coding Restricted Receipt Transactioms, Ail transactions affecting
the restricted receiﬁts allocation and expenditure ledger are coded

as follows:

Fund Department Approoriation Year Organization Object Cost Center
01 04 9X X XX XX XXX

Restricted receipt accounts are coded from 90 through 99 in the appro-
priatira column of the account code grid.




1040~1044

1040. Accounting for Prior Year Encumbrances

The credit balance in general ledger Account 31 Reserve for Prior Year
Encumbrances is initially established at the close of each fiscal

year. This reserve is rvequired to cover the liabilities represented

by outstanding encumbrances chargeable to the appropriation for the
fiscal year then ending. -

1041 Establishing the Reserve. After closing all operating and budgetary’

accounts into the general ledger Account 61 Budgetary Clearance at the

close of the fiscal year, the bureau of audits and accounts prepares
a journal voucher to establish Account 31 Reserve for Prior Year
Encymbrances. The entry is as follows:

D, 61 Budgetary Clearance
Cr. 31 Reserve for Prior Year Encumbrances

1042 Accounting for Payments. Payments of prior year encumbrances are

handled in much the same manner as the payment of other encumbrances.
The entry to record the payment of an invoice is as follows:

Dr., 31 Reserve for Prior Year Encumbrances

Cr. 21 Vouchers Payable

1043 Accounting for Lapses, When it is determined that all balances
remaining in Account 31 Reserve for Prici: Year Encumbrances are to be
lapsed to the general fund, the following entry is recorded:

Dr, 31 Reserve for Prior Year Encumbrances
i Cre 01 Fund Balance

1044 Coding Prior Year Encumbrance Transactions. All transactions
affecting the prior year allocation and expenditure ledger are cecided with
the complete l4~digit account code, The year in which the fiscal year

ended is recorded in the appropriation account code grid of the transaction
documents.

ERIC

Full Tt Provided by ERIC.
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1045-1045

1045 Prior Year Encumbrance Allocation and Expenditure Subsidiary Ledger,

The reserve is initially posted as an increase in the allocations

column and as an increase in the encumbrance colunn, Payments are posted
as an increase in the expenditure column; liquidations as a decrease in
the encumbrance column; and the excess of the liquidations over payments
as an increase in the available balance column. ILzpses are posted as

a decrease in the allocation column and a decrease in the available

balance column,
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1100-1112

1100 PCSTING TO THE GENERAL AﬁD SUBSIDIARY LEDCERS

Transaction documents described in Section 0700 of his manual are

the source entries to the ledgers maintained in the Division of Audits
and Accounts, The documents are posted in detail to the subsidiary
ledgers and in summary form to the general ledger. The accounting and
reporting processes are designed to produce accounting reports with the
minimum of additional effort and, to the extent possible, as a by-
product of the accounting system,

1110 Controls to Assure Accuracy

Accuracy in posting is assured by determining preestablished posting-
run totals and by verification that documents are posted to indicated
accounts,

1111 Posting Dates. Reconciliation problems arise if posting dates are
not strictly observed, All documents are preaudited on one day and
posted under that date on the next working day. 1In preparing for
transaction runs, the control clerl: arranges all documents for a single

posting date.

1112 Batch Control Sheet, To effect internal control of accounting
documents and to prove posting to the computer-produced subsidiary
ledgers, a batch control sheet is prepared. The control clerk sorts by
document groups all documents approved by the preaudit clerk for posting
to the subsidiary ledgers, The control clerk runs an adding machine
tape on the documents in each grouwp and enters the totals in the appro-
priate columns of the batch control sheet,

After the documents have been processed by the computer center, a
transaction run is produced and forwarded to the control clerk for
verification, After the transaction run is verified by the control
clerk, the transactions are processed by the computer center amnd the
subsidiary ledgers are updated,
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1113-1113

1113 Proof of Posting. After all items have been processed through the

computer, the daily reports.are prepared and forwarded to the control
clerk, After the control clerk has verified all transactions listed on
the daily reports with the batch control sheet, the batch control sheet
is posted to the general ledger.

= 0 &3
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1200-1230

1200 CLOSILG PROCEDURES
’

At the close of the fiscal year, all operating and budgetary accounts
are closed out to Account 61 Budgetary Clearance and certain reserve

:
3
E
k
N

‘

accounts are established., This section describes the procedures required

to close the records and accounts of the Department of Education.

1210 Types of Appropriations
The following types of appropriations are involved in the closing

procedures:

~

1. Lapsable Appropriations, Appropriations authorized
, for a specific period, usually a fiscal year. The
; unencumberzd portions of the appropriations lapse
at the end of the fiscal year. The encumbered
portions of these appropriations are carried .

4 ’ forward into the new fiscal year as a prior year
* encumbrance. :
A 2. Restricted Receipt Accounts. These are trust

and agency moneys which are not lapsed at the end 2
of the fiscal year, The balances are carried -forward ;
as a liability of the general fund.

1220 Establishing Encumbrances

'l All items which are properly chargeable to "“lapsable" appropriations

. must be disbursed from or_encumbgred against the appropriations by

:l June 30. All unencumbered balances lapse on that date.

;} Thus, before June 30, it is necessary to establish encumbrances properly

chargeable to current appropriations,

1230 Accounting for Closing the Fiscal Year
The Division of Audits and Accounts prepares a journal voucher to close

credit balance accounts in the amount of their respective balances:
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1230-1230

Dr. 41 Lstimated Appropriations Augmentations
Dr, 42 Revenue Received.. -

Dr. 44 Appropriations

Dr, 45 Allocations

Dr, 47 DReserve for Requisitions

Dr. 49 Reserve for Encumbrances

Cr. 61 DBudgetary Clearance

Héxt, a journal voucher is prepared to close debit balance accounts in
the amount of their respective balances:

Dr. 61 Budgetary Clearance
Cr., 46 Requisitions
Cr. 40 Encumbrances
Cr, 50 Expenditures

After the closing entries have been prepared, a journal voucher is

prepared to establish mnecessary reserves:
Dr., 61 Budgetary Clearance
Cr. 31 Reserve for Prior Year Encumbrances
For .outstanding encumbrances against 'lapsable” appropriations.

Next, a journal voucher is prepared in the amount of the labéaﬁie.
appropriations not encumbered, This represents the balance in Account

61 Budzetary Clearance, after all operating and budgetary accounts

‘have been closed into the account and the prior year reserve account

has been established. The entry to record the léises to appropriations

is:
Dr. 61 Budgetary Clearance

Cr. 01 Fund Balance

|
{
|
!
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1230-1230

When the operating and budgetary accounts have been closed, the reserves
established and the lapses recorded, a trial balance is prepared
entitled "Trial Balance After Closing." This trial balance shows the

following accounts, where applicable:

Trial Balance After Closing
Debits Credits

01 Fund Balance 21 Vouchers Payable

11 Petty Cash Advances 23 Advances from State Treasury
31 Reserve for Prior Year Encumbrances

33 Reserve for Restricted Receipts




Appendix I
. DESCRIPTION OF GENERAL LEDGER ACCOUNTS
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DESCRIPTION OF DIMENSIONS AND CATEGORIES

Proposed Dimensions, Categories, and Codes
Several dimensions should be used in uniform fashion by all

state education agencies. Proposed dimensions, categories, and code
numbers are presented below. The dimensions for which uniform use is

recommended are the following:
1.. The USOE code of "program functions,"
2. Function: major functions and minor or subfunctions.
3. Clientele.
4, Purpose.
5. Subject matter.
6. Instructional level,

Any ‘number of additional dimensions may be employed by each
gtate education ageacy, and such additional dimensions may be
supplemented, supplanted, or modified from time to time, as deemed
convenient by each agency. The use of three types of additional
dimensions is discussed below; the three are the following:

7. Longevity of cost center.,
8. Funding Plan.
9, "Program" dimensions.

Function. The Maryland State Department of Education undertakes
to achieve its varied goals by means of efforts invested in a few basic
types of work. These have often been referred to as "function," and
that usage is relied upon here., (In Handbook IV--on staff accounting--
of the USOE series, “service area' is used in lieu of Yfunction,"
and "area of responsibility" in place of 'subfunction,") It is a function

1I-3
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of the Department of Education to study education in its state, for
example. It is a function of the education department to provide
technical assistance to other educational units within the State, It .
is a function of the Department to dispense material and financial
support to other educational units.

The number of functions is a matter of definition, of course.
One study distinguishes between three clasges of functions: regulatory,
operational, and leadership functions.lJ in that format, the "leadership"
functions include planning, research, advising or consulting, coordinating,
and public relations; the "operational” functions include the provision
of services to individuals, the conduct of schools or classes, and the
management of cultural and educational institutions or programs of
service; and the "regulatory" functions are accreditation, certification,
and licensing.

The chief state school officers devised a somewhat different
gset of "functicns," which has been incorporated into USOE forms related
initially to Title V of the E,S.E.A. In the CSSO format, the functions
(somewhat abbreviated here) are: genérél administration of the agency;
research and development; provision of material and financial support
to other units; provision of technical assistance on instructional
matters; provision of technicél assistance on administrative matters; and
operation of facilities, schools, programs, and services. When this format
is set in the context of an accounting system or a reporting system
regarding department of education expenditures; other "nonfunétion"
categories are required to complete the financial picture: the costs
of general overhead and.employee benefits -and the value of material
and financial support dispensed to.other -educational agencies.

This study essentially accepts the CSSO format. The data
generated by a satisfactory information system, however, also should be
susceptible to regrouping into alternative "functional' classifications.

3

1/01tation given in note (1), Chart A-2, below,
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Two points deserve further discussiun, First, any classification
of the Department's work into 10 or a dozen "functions" is relatively
arbitrary and produces very broad groupings; such classification formats
therefore yield readily tc further subclassification and refinement
wh2never needed, Second, a given "function" may be performed by the

Department for each of several goals or purposes, in attention to many

different problems, for the sake of many different clienteles, motives,
tasks, etc, Analysis by function, therefore, is independent of analyses
by other dimensions,

Analysis by function is useful and informative, The department

of education's information system, accordingly, must be built with the
capacity to respond to inquiries oriented to a classification by function
or subfunction,
The following pages contain two closely related versions of the
dimension "function": first, the USOE code of "State Education Agency
Program Functions" and, second, a more narrowly one-dimensional code of
major functions and subfunctions.
Clientele, Educational activities serve various categories of
people who, for one reason or another, can be viewed as separate groups.
Each group may require separate attemtion., To view people in these *
groupings opens a line of inquiry that may ignore such factors as instruc- 3

tional level in order to ask: what part of the Department's attention is
devoted to children who are extraordinary in one respect or another? or, |
vhat part is devoted to a population confronted by one or another special i
problem? The department of education's information system must contain
the capacity to respond to inquiries about the Department ‘s attention to
such identifiable clienteles within the population.

Purpose, "'‘Purpose Pursued by Educational Effort" is another
valid and meaningful dimension on which to array data ragarding the
Department's work, As used in these discussions, '"purpose' does not
refer to the overriding goals, purposes, or‘objecti;es of the state educa~
tion agency, . It refers rather to the questions: for what reason do people ?
go to school? or, for what reason does the educational system offer
specified opportunities for schooling?

©
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One "purpose” (in this sense of reason or motive) leads educators
and students into job-oriented, marketplace-oriented educatiocnal
activity. For another part of education effort, the primary purpose
(in this sense of reason or motive) is the cultivation of civilized
citizens. For yet another portion of the total educational entexprise,
the primary purpose ig the rehabilitation of persons who, in another age,
would merely have been discarded, or the assimilation into society of
persons who might otherwise remain on its fringes (e.g., for ignoraace
of the English language, for unfamiliarity with urban living, for
inability to read and write, etc.). It is inevitable and reasonable
that questions will be raised regarding the extent to which the
Department's attention is invested in support of each of these purposes.
It is therefore necessary that the Department's information system be
built to supply responses to such questions.

Subject Matter. Similarly, educational programs impart

instruction in various subjects, i.e,, academic disciplines, skills,
arts, crafts, etc. This creates another separate line of inquiry;
what part of the Department's attention is devoted to each subject or
category of subjects? The Department's information system must be

equipped to yield responses to such inquiries.

Instructional Level. The basic largs-scale task of an educational

. system is the education of children and adolescents, in preschool,

élementary school, and secondary school programs. The most obvious line

of inquiry regarding the department of education's work, therefore,

emphasizes the Department's attention to each of the principal instructional

levels: what part of the Department's‘attention is invested at the
preschool level, the.elementary grade level, the secondary grade

level, the postsecondary level, respectively? The Department's informa-
tion system, clearly, must be capsable of responding accurately to such
questions.

Longevity of Cost Center. It is advantageous for management to

be able to differentiate cost centers in terms of the probability of their

continuing existence. A cost center that represents the Department's

|
|
|
!
|
|
|
|
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"front office," for example, is expected to remain oﬁ the books indefinitely :
and must be included in budget projections into the future. On the other i
hand, a cost center that represents a "one-shot" short-term project
can be deleted from such projections because its early demise is readily
‘ redictable. The life expectancy of each cost cenier can be estimated
’ with reasonable accuracy,
The estimates of "longevity" can be reduced to a few uniform
categories within a dimension. The proper categorizatipn can be added
to the record of each cost center. When required, reports can be
generated which indicate the extent of the future commitments that already
are built into the agency's current program of work.
Reports on this basis are useful to the agéncy, but not necessarily
for purposes of exchanglng information with others. Each agency can
elect whether to use this dimension and, if it is to be recorded, can
devige categories that are suitable to local circumstances,

Example:

Code Category |
1. Cost centers scheduled for termination this year. ;
2, Cost centers scheduled for probable continuation

into next year, but subject to review.

3. Permanent.

Funding Plan., In effect, each hfunding plan" is a sub-budget
utilized to establish the  connections that link together (1) a specified
segment of the expenditure plan and (2) the revenue item(s) that are
deemed to support that segmeni. Uhen several cost centers sre involved
and when several overlapping revenue items also are.involved, a funding
plan may be quite a complex statement; under other circumstances, a

funding plan may simply record the fact that one specified revenue item
] is linked to one specified cost center.

Each cost center is linked to one funding plan, whether the plan
is complex or simple. Each funding plan is assigned an identifying
number. Assignment to funding plan becomes an added basis for the
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classification and grouping of cost centers: the dimension may be termed
"agsignment to funding plem," and the identifying numbers of the
geveral funding plans may be regarded as categories,

"pronram" Dimensions. The word "program' has so many meanings

that its use becomes somewhat dangerous. In any given context, the
word's meaning is likely to be clear enough; in virtually all usage,
"orogram" refers to some substantive portion of operations, However,
the phrase "a program' is a most ambiguous expression, unless a limited
and explicit meaning is assigned to it arbitrarily.

Each cost center is a component of the department of education's
total "program." At one level of abstraction, in fact, each cost center
may be referred to as "a program."

However, an agericy may record hundreds of cost centers in its
accounts. It is awkward to suggest that the.agency conducts hundreds of
programs. Appearing before a iegislative committee, for example, the
state superintendent scarcely would choose to begin to enumerate all
cost centers, one by one.

At various times and for various reasons, it is extremely useful
to combifie cost centers into clusters and to regard each cluster as
“a program." When cost centers are thus grouped--in terms of any rational
basis--it is perfectly reasonable to term each clustez "a program."

In this sense, every dimension is the basis for enumeration of
one version of department of education programs, and every category
in effect becomes the title of one program, Thus, vhen cost centers are
arrayed -on the basis of their categorization by level of instruction,
the resulting clusters of data represent “"the elementary program,"

"the secondary education program,” and so.forth. When they are-arrayed

on the basis of their categorizations by subject matter emphasis, the

resulting clusters represent another version of "the Department's programs."

Thus utilized, “programs" are not mutually exculsive, of course;
they repxesent various manners of perceiving and describing the same

total of work. For example, some portion of "the elementary education

program" is simultaneously a part of "the science and math program."

[ S S S P
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Thg department of education may choose to‘devise further veisions
of "program’ arrays. For example, when he appears before the Department
of Budget and Procurement, Governor and cabinet, or state legislature's
appropriations committees, the state superintendent may find it

advantageous to depict the Department's operations as being comprised

of a half-dozen major, dramatically labelled, high-impact "programs." %

Each such program might encompass, in fact, dozens of cost centers. §
When the state superintendent discusses such matters with the . |

Board of Education, on the other hand, it may prove advantageous.to

identify more "programs." The Board, after ali, is likely to be

more knowledgeable about the work of the Department than is the

legislative committee, and the Board is likely to expect more detailed

i data than a legislative committee is willing even to tolerate.

r Therefore, for purposes of the Board's review, it may be

; desirable to depict the Departﬁent's operations as being comprised of
some larger number of "programs,' more than the legislature's half-dozen,
but still fewer than the total number of cost centers.

The state government may undertake to place its entire budget

i B! 8 o oA Aa o e I e e ~m ara e 7w har 5 wre  a

on a "program basis." The state budget may be divided into a limited
number of 'programs," each of which represents a wide swath of total
governmental operations. Most segments of the aducation department's
work may fit into one such program; others, however, may be relatively
dispersed. For example, one government-wide program may be "education,"
and the bulk of the department of education's work may fit therein;

but another government-wide program may be "regulation and licensing,"

y and substantial segments of the Department's operations may have to be
| so classified,

These few examples suggest a series of "program dimensions™':
(1) a very compact set of programs, suitable for presentation to the
legislature; (2) a somewhat larger set of programs, suitable for
f presentation to the Board of Education; and (3) the set of programs
g chosen by the Department of Budget and Procurement for expression of

* government-wide operations. Just as each cost center is categorized
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to indicate its placement as perceived from the point of view of the
other dimensions, each cost center may.pg.categorized in terms of its
placement within each- version of “program," if such versions are in
fact adopted. _

The number of "srogram dimensions' is not an important matter,
for the addition of a new dimension is unlikely to increase the volume
of work or the difficulty of systems operations. When a new dimension

is recognized, each cost center must be categorized, and the code

number that corresponds to the category must be recorded in the master
record of the cost center., When reports are to be prepared on the
basis of any such dimension, cost centers can be grouped as needed,

on the basis of the categorizations previously recorded, and group totals

can be developed.

2 B g
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Chart A-1

STATE EDUCATION AGENCY PROGRAM FUNCTIONS

II-11

PROGAAM PUNCTION

PROGRAM PUNCTION

PROSGRAM PUNCTION

€00¢C NO. CATESORY <O0K NO, cAYEeSAY 2008 #0, SAYHGORY
100,000 (.‘I'INI-:IMH AUMINISTRATION 191.400 Mﬂ:u*.hllnobln. Tealneeships, 331400 Dicsenmination of lnformation on Zuniculom
Intern , Ot €2tete Reosmet! opme
101,000 | State Hauration Agenry Soardla), : weh snd Deselopment
Comminaian(s), Commitioe(s) 191.900 Institumene, Werkoh!ps, Conlorensos, 351,900 Wehot (Spovify)
Speclel Courone
101,100 Olfice of Scate Board of Education . 341,000 | Collosting. Inter: oling. aud Disseminativg
(if staffed by otber than Office of C$50) 191.600 Othet (Specifyd Informatior =u the Condition, Nooda, Progeoea,
: and lngror oot of Bducation
101.200 Office of Executive Offiser(o) (stbor thow Other Gonoval Aduinistrasiez
CS550) teapensible directly to SBE 399000 | Othor S1mV, Planning, Developmont, and
Bualvation ‘v Improvement of State Bduvenr
101,309 Office of State Beaed foe Vecoarionel DEPARTMENTAL SUPPORTING SERVICES tocol Pragran. (Specify) (previesaly coded
Eduention (if otajfod separately fom FOR LOCAL EDUCATION AGENCIES 391,000)
SOR o¢ office of C$30) S
101.400 Office of Kxecutive Officer(e) (othor Mbom 205.000 | Gewern Direction and Nanagement of LEADERSHIP, CONSULTATIVE, AND
CSSO) reapensible directly to SBVE Depatnonie! Supporting Serviess for TECHNICAL SERVICES TO LOCAL
Looa! Rduention Agencies EDUCATION ACENCIES FOR IMPROVE.
101,500 Offico of State Education Agency subsidiary . MENT OF INSTRUCTION
ot sdvisery Beard(e), Coumisoionls), Comn 211,000 | Bduoationsl Add Diswibuiice
mittoe(s) othat than the SBE o¢ SBVE .
) 211,100 Poe Stare Supported Programan. 1 401,000 | Goworal Divoction aed Namagoment of
101,600 Officon of Executive Olficer(e) (otbor thaw . Leadorabip, Consnlimive, and Techwical
the CS50) reapensibis te State education 211,200 ot the Faders! Progtameunhisniiiogrene Assietance to Lecal Bducation Agoncise
ogency oubeldinry o« sdvisesy beasi(e), with Pederal Pasticipation- for improvement of Inarwuction
commission(s), and committee(s) oiher thaa
the SBE ¢ SBVE 211,50 Other Edacational Ald Distribution 401.100 For Combined Vocational acd Noa-
Progtane (Specify) Vecational Pregtame
111,000 | Office of Chisf State Schoel Offiver '
. 221,000 | Toutboshs, Inssractional Neterisls, and 401.200 For Now-Vocational Programs
111,100 Office of Chisl State School Officer Bquis~ent Distribation ond Sevvices
. (CSN) 401,50 Poz Vecational Fosgrams
251000 | Serplus Propasty Disiribution
111,200 Office of Deputy ot Assistani(e) te CS3O 403000 | Gowsralined Leaderabip, Conculistize, and
(When net chargesble to other progrom 241,000 | Swplus Commedities Natibition Techuical 3, for the lmp ! of
funciions) . tusiruction=by Progran or Lovel
' 251,000 | Ssasistiont med Data Processiny Serviens
111,300 Offico of Cosrdianter of State-Fedetal L 403,100 Pre-Kindecgartes Education
Programe 299,000 :'M M:ﬂdd Srn‘hc Sorviced - .
111.400 Coordination of spacisl prograns Lecel Bduontion Agoncise (proviensly 300 Kindergartes Education
Conceraing bisias rights coded 261,000) (Specify)
111.900 | Orher (Specity) @05.M0 |  Rlemestaiy Bducation, prades
STUDY, PLANNING, DEVELOPING,
131.000 | Depavimenial Insornal Adwinisieation AND EVALUATING STATE EDUCA-
131.100 Genersl m":?:. . .: f:.“‘f,"“,; of TIONAL PROGRAMS 403 A00 Sucendary Education, grodes
Depariments] intorna inlowacion
. 403,300 Conbinatica Klemeatary and Sec
Fuactions 301,000 | Geveral Divection of Stady, Planieg, - ondurs
131.200 Program Mansgoment Developing, and Bysinating State Bdv- stades —
. cation Programs
131.300 Potoomne! Mensgement
311,000 | Swdy, Plowning, mnd Bveloating Siate 403,600 Adult Zducation
131.400 Budget Educsiionsl Programs ou o Comprebonsive
131,300 Business Management (Payroll, Purchasing, Basle 403,700 Tochaical Inatituten
Supply Accounting, Intemal Audis, Nel}
Conivels, of ceters) 321,000 | Stady, Plomniag, Developing, and Evaluating 49590 Areq Veentional/Tocheical Schoels
Speeific Aspecte(Other than Coricalum) of
131,600 Other (Specify) Bducation i the S1me 493900 Juaiot Commanity) Collegee
141.000 | Depavimantal Internal Supporiing Servicee 321,100 Swudy, Planaing, asd Evalusting 403910 Senlet Collages & Usiversities
(Bxclode Rosearch) Ssats Kducation Agency Programe *
. 403,990 Otksr (praviensly coded 4035,100) (Specify)
141,100 Genetol Ditection and Masagoment of 321,200 Loge!i and Organinational Stracture
Depactmente] Intetnal Supperting Setvices of Rducation 411008 | Londersdlp Consoltative mnd Tochuical
Functions . Assistance in Ssbject Aress and In-
321,300 Aduislsustion and Manogement of straci onal Services
141,200 Lasal and Logioletive Tducation
411003 | Arte < Jumanities (Combination)
141,50 Libeary~Professional 321408 Flassclag Educailen
141,400 Stotiotics snd Deta Precessing 321,50 School Plast Facilitleo 411010 Ast, grades
141,500 Grophic Arte, Publicotions, ond Editecial 321,600 Measuring Achiovement of Pupile
Servicoo ‘ Q109 Mesic, 'l‘..
321,700 Stalfiag of Educotional Prograns
141,600 1alermation Serviceo
921,900 Other (Specify) 4114% Eaglish Language Aste, Including:
141,900 Othet Deparimentol Internal Seppoerting ot Speech, Dromatic Arte, and Forensico,
Setvicon (Spécify) 331,000 | Curicalum Research and Developaent, Encledot tonding epacializetion, Grades o
tacleding Study, Planning, Dewenshve
191.000 | Developing State Buucation Agency Sieff siow, [nmovation, aed Buelvetion
Competoncion ’
331,100 Geseca) Ditection of Curticulom Reserech
191,100 General Direction ond Masagemesnt of oad Davelopment Function 411,040 Reading, gredes
Programe for Developing the Competoncios e for Be ». De ,
of Stote Education Agence Staft 331,200 -‘.m. “““"‘ » Demosstration, 411,09 'm!' LMI“.". '“..
191,200 Presecvico Otiencation ead Tenining )
931,300 VecamionalsTocheicel Educotion
191,300 Sedbaticel Leave Roeocarch Programe 411,060 Social Scioncue/Sacial Studios, predee oo
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Chart A-1 (continied)
STAT! EDUCATION AGENCY mawn FUNCTIONS
PROGRAL PUNSTION PROSRAM PUNCTION PROSAAL PUNCTION
T CATEoORY T YT cATEsonY cose e, | cATEeoRY
4t1.861 Zeonsnlcs (proviously pars of sode arme Ovher Bpeciol Rducation (Spocipy) Othae (Spovity)
411,060) grades . (pooviencly codod 411.308) -
Otber .. -aderablp, Consaleative, and Toolaloal
. Servicea to Looal Rducation Agencies for the
a6 Civics (vovioncly pavt of code 411,008) | 411400 | Schoe! Libewry Servioes, prades _____ l.-m--- o/wmmaw../
rades 410410 | Avdiovions! Serviees, gudes = —
STATE DEPARTMENT OPERATED
411,063 Goography (prevensly pare olnh 41149 Tembook and Other Instrustional PACILITIES, SCHOOLS, PROGRAMS,
411.060) goades Matsslale, gradee AND B2 Vlcn
. 411990 |  Osher Spociolinad Sncwnetionn] Sebject
411,064 M(MMOI““L“_”. o¢ Service Ases (Specify) Sebool Ascrodisation, Licensing, and Chavioring
orades 430,000 | Pupit Pormounel Sorvices Klomenary sad Secondecy Schesls
Postoecondary (Wncieding Colloges and
411063 Osher (provicusly povt of cade 411,060) 430100 | Pupit Acosunting and Anendasee, and Usiveraities ppacting & bocod oo or
orades Viskiag Teschete and Socisl Work Migher dogree)
Services Colleges and Univeesities
411,070 ng-cm,:.:u.. grodes 431,200 | Pupil Guidance sad Couaseling Services Octer (3pecity)
150 |  Pupil Hoalch Serviees
411000 | el Sclences, grades : lnpreving Toocher Sducation Programe
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Chart A-2
DIMENSIQN:' MAJOR FUNCTION (1)

Categories

Observations[Definitions[Comments

100 General Administration (1) Note that the eight major catego-
_ ries enumerated correspond to the
200 Mﬂ.&ﬂglgm—_ngﬂc__m major categories of “program .
Support and/or Service (3) function" per USOE forms OE 5164-C
(Observe that major functions et al, ‘They are believed to be
200, 400, and 500 are closely virtually all-encompassing; ac-
related: each represents De- cordingly, no "Other" category is
partment of Education efforts  listed, but an agency of course
that are intended to aid the tan open and -add a category to
programs of other educational accommodate work not otherwise
units,) provided. for. Note also that
300 Study, Planning. Developing, - these eight major categories---
and Fvaluating Educational and subcategories to be defined--
iﬁ;;ﬁ;ﬁ;;;"“jL""“‘““" accommodate the categories iden-
-_— tified in Fred ¥, Beach, The
400 Providing Technical Assistance Functions of State Departments
re Instructional Matters of Education (Federal Security
500 Providing Technical Assistance ' ?gegcy, Office of Educatiom;
re Administrative Matters 950) . "
. (2) Such overhead items as power, heat,
600 g%f5%§i§g~§§§;%§§%§§:;§ghgglg’ . space, etc,, may be unallocated in
-——g——-—4—777—-——-f——j- many accounting systems, i.e,,.not
ST ' charged to specific organizational
units, functions, programs, etc.
22::§§:ie:h2:eth:nfgyz:ztzg Note that the variations in prac-
ponfunetion” ’items- the’ tice with respect to this matter
first represents poréions of could make interstate comparisons
the "cost of doing business"; of data extremely difficult; for-
the other is a measure of one tunately, most items involved can
segment of the agency's "vol- be screened out for purposes“of
ume of business.") comparison, on the basis of "ob-
ject of expenditure" classifica-
700 General Unallocated Expense (2) tion, L
800 Value of Money and Material :
(3) Some expenditures made or author-
. Distributed to Other Units (3) ized by the Department of Educa=-
2 tion are not a part of the costs
1 of operating the agency; rather,
' they reflect the value of money
! and material that is distributed
K via the agency to other units,
The expense of the distribution
- process is a department expense,
Hence, two separate categories of

numbers 200 and 800,

function:




II-14

. Chart A-3
DIMENSION: MAJOR AND MINOR FUNCTIONS

Categories

100 General Administration
110 Department of Education '

120 Execative office of the State Superintendent of Schools and immediate staff
130 Departmental internal administration

140 Departmental iaternal supporting services -

190 Other

200 Providing Material or Financial Support and/or Service

201 Administration

210 Distribution: financisl .aid

220 Distribution and services: textbooks, instructional materials, and equipment
230 Distribution: property

240 Distribution: <ommodities

250 Statistical and data processing services

290 Other supporting services

300 Study, Planning, Developing, and Evaluating Educational Phenomensa’

301 Administration

310 Comprehensive: general surveys and studies

320 Specific aspects: other than curriculum

330 Specific aspects: curriculum research and development

340 Information on the condition, needs, progress, and improvement of education:
collecting, intexpreting, and disseminating

390 Other

400 Providing Technical Assistance re Instructional Matters

401 Administration

410 Generalized services
Special services:

420 Curriculium

430  Methodology

440  Tests and testing -

450 Learning resources

, 451 Library

B —E— =

= e ey

e et okt Ak e

===

452 Instructional materials development
453 Audio visual
l 456 ETV
460 Pupil personnel
490 Other
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Chart A-3 (continued)

Categories

500

501
510

520
530
540
550
560
570
580
581
590

600

601
610
620

.Y

030
631
636
639

640
650

660
670

680
690
700
150
800

'Pgoviding Teéhnical Assistance re‘Administrattve Matters

Administration -
Generalized services:
Special services:
Personnel administration
Finance and business administration
Transportation
Health and welfare
.Food services
Data Processing
Facilities planning
Plant management
Other

Operating Facilities, Schools, Programs, and Services

School accreditation, licensing, and chartering
Improving teacher education programs
Certification and licensing
Educational operations:
Schools
Colleges and universities
Other
Educational television
Vocational rehabilitation
Special cultural programs and services
Pupil scholarship and assistance programs .
Developing staff competencies witkin agencies setved. direct assistance to
individuals
Other

General Unallocated Expense
Employee benefits

Value of Money and Material Distributed to Other Units

e e e e e e o A e e e 3 .
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Chart A-4 - -~ o
DIMENSION: CHARACTZRISTICS OF TARGET CLIENTELE
Categories_ ' Obsgervations/Definitions/Comments

10 Typical "Student" Populations (1) Refers to populations not in the
11 "Regular" students only typical pupil groups,

1] " °
10 ppyeeptional” students (2) Also includes families of migrant

workers,
20 Social-Ethnic-Economic Populations (1)

21 Immigrants (3) E.g., teachers in training,

22 Migrant workers (2)

23 Disadvantaged

24 Unemployed

25 Undereducated youth and adults
28 Other '
29 All

30 Educators

31 Prospective (3)

32 Clagsroom teachers in service
33 Administrative and supervisory
34 Specialists and technicians

35 School boards

39 All

40 Nongchool Publics

41 General public

42 Commercial/industrial/labor groups
43 Civic/service groups

49 All

50 Miscellaneous Categories

51 All

52 Unpredictable combinations
53 None

54 Not applicable

©

ERIC

Aruitoxt provided by Eic:
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Chart A-5
DIMENSION: PURPOSE PURSUED BY.EDUCATIONAL EFFORT
___ Categories Observations/Definitions/Couments i
General Schooling (1) (1) Refers to gengrai educational
. programs, for typical students
Work-Oriented Schooling or Training at all grade levels, aimed at
21 All : producing a civilized, literate, |
; 22 ""Technical" "educated" gociety of "good men, ,
23 "Occupational" (2) good citizens" and aimed also at
24 “professional" (3) preserving the culture, ;
30 Work-Oriented Reschooling or Retraining (2) Usually secondary level or non- !
31 All collegiate postsecondary. |
32 Professional upgrading, refreshers, etc. |
33 Occupational retraining (3) Usually higher educaticn. 3
40 ng:::i::liziaﬁéa tation, Adjustment (4) Refers to educational programs 4
——— for (among others): assimilation :
41 All of immigrants; adaptation to urban ;
42 Physical rehabilitation ‘ living; adjustment calculated to
43 Basic, literacy or fundamental (4) overcome social or cultural
; 44 Other disadvantage; etc,

50 Education for Leisure, Recreation, or (5)

"Personal and Cultural Improvement" (5) Refers largely to casual,

typically "noncredit," spare-

51 All time, after-hours varieties of
52 Personal care {5) educational programs of the kinds
53 . Sports, athletics often available at community-
54 Hobbies, arts, and crafts oriented schools, colleges, or
55 "“Culture" centers; refers also to organized,
56 Family relations often competitive adjuncts to

E 57 Civil defense general schooling.,
59 Other

| 60 Miscellaneous Categories (6) E;E:’ physical education, health,
61 All

: 62 Unpredictable combinations

t 63 None

64 Not applicable

| ERIC

Aruitoxt provided by Eic:



I1-18
Chart A-6
N DIMENSION: SUBJECT MATTER
Categories - Observations/Definitions/Comments
MAcddemic" Discipline Areas (1) Includes art, music, language,

10'hHum§nities (1) . literature, etc.

, 20 ;. Mathematics and sciences (2) @)
t 30 Social sciences

"Nonacademic" Subjeéts
40 Involving skills (3)

Includes physical, chemical, and
biological sciences.

(3) Includes typing, automobile driving,

50 Involving crafts (4) . etc. ‘

60 Involving special subjects (5)
e 70 Involving personal care (6) (4) Includes automofive repairs, etc. :
i Miscellaneous Categories (5) Includes subjects applied to a §
' o1 All particular phase of life, e.g., to |

02 Other SR agriculture, domestic sciences, or *
r : ‘ industry.

93 Not applicable
(6) Includes physical education, etc.

Cair A aat adenid
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Chart A-7
DIMENSION: INSTRUCTIONAL LEVEL (1)
Categories Observations/Definitiong/Comments
Vreelementary Education (2-a) (1) Note that this is not a device for
, classifying pupils in the schools,
Elementary Education (2-b) It 18 a device for categorizing the
efforts of agency personnel: are
Secondary Education (2-c) their efforts aimed at one broad
level of instruction rather than
Postsecondary Education (3) another? Categories therefore are

rather broad, and specific grade
levels are ignored, on the assumption
that a component of the Department's
program is unlikely to be limited,

Collegiate postsecondary:
Junior or community college
Other college or university

Noncollegiate postsecondary (4) say, to the grade 5 level only,

All postsecondary education (2) The first Zhree categories distin-
guish two separate characteristics

Combinations of Instructional Levels in fact; age groupings and conven-

Prekindergarten through elementary tional grade-level groupings, as

Prekindergarten through secondary follows:

Elementary plus secondary

Elementary through postsecondary a, Preelementary = infants, e.g.,

Secondary plug postsecondary usual ages below 6,

All levels

b ZElementary = children, e,g.,
Miscellaneous Categories usual ages 6-13,

"None" or not applicable c. Secondary = adolescents, e.g.,

usual upper age 1limit 19,

(3) Postsecondary categories similarly
accommodate an age distinction as
well as an indication of level:
these categories refer to post high
school youth and to adults,

(4) Includes “adult education" of the
basic, literacy, etc,, categories,
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Appendix III
COST CENTERS 3
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Appendix IV
FINANCIAL INFORMATION
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| /////,,/“”’ MARYLAND STATE DEPARTMENT OF EDUCATION
b DATLY COST CENTER TRANSACTION JOURNAL
| | april 16, 1967
. FISCAL YEAR APPROPRIATION NAME AND NUMBER ORCANIZATION NAME AND NUMBER
1966-67 01 General Operating Expenditures 07 Division of Instruction
LIQUIDATING  TRANSACTION TRANSACTION |
T DESCRIPTION DOCUMENT NO, CODE DOCUMENT NO, _ALLOCATIONS
1 $ 52,340,78%
'1 April 15 Payroll 62 4389
D1 52,340, 78%
2 . 28,320,00%
2 Liquidation of Requiei- 41 0210
tion
2 Jones Supply Company 41 0210 51 9874
02 28,320, 00%
3 12,345.67+*
3 Direct -Experditure-- 61 i234

C & P Telephone Company

Unrealized Allocation

12,345.,67* -

-8,000.00%

TOTALS

$120,000,00*
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STATE DEPARTMENT OF EDUCATION
DAILY COST CENTER TRANSACTION JOURNAL

April 16, 1967

ORGANIZATION NAME AND RUMBER COST CENTER NAME AND NUMBER |
res )7 Division of Instruction 030 Divisional Adminiscration
TION TRANSACTION AVATLABLE
' DOCUMENT NO, _ALLOCATIONS REQUISITIONS ENCUMBRANCES  EXPENDITUKES BALANCE
$ 52,340,78% -0-% -0-% $38,420, 50% $13,920,28%
4389 ' 1,259.00
52,340,78% -0-% -0-% 39,670.50% 12,670.28*
. 28,320,00%  $1,254,00% $3,672.80% 12,411.10% 10,982.10%
0210 =1,254,00
i 9874 ' 1,110.99
28 ,320,00* -0-% " 4,783.79% 12,411,10% 11,125,11%
12,345.67% -0-% -0-% 6,789.01% 5,556.66%
1234 201.23
12,345.67* . -0-% -0-% 6,990, 24% 5,355.43%
~8,000,00% : -8,000.00%
$120,000,00%  $3,579,11% $9,012,34* $70,223,22% $37,185.33*%
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MARYLAND STATE DEPARTMENT OF EDUCATION
MONTHLY REPORT OF APPROPRIATIONS

APRIL 30, 1967 |
ESTIMATED |

STATE APPROP, TOTAL

NAME OF APPROPRIATION APPROPRIATIONS AUGMENTATTONS Armommi

GENERAL OPERATING EXPENDITURES $ 3,420,750.00 $1,250,000.00 $ 4,670,75
AID TO EDUCATION 110,570,430.00 8,330,799.00 118,901,2
TEACHERS' RETIREMENT SYSTEM 16,790,450.00 =0-- 16,790, 4
STATE AIDED EDUCATIONAL INST. 1,750,000.00 =0-= 1,750,0

TOTALS $132,531,630.00

$9,580,799.00
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MONTHLY REPORT OF APPROPRIATIONS
APRIL 30, 1967

) L (2]

STATE DEPARTMENT OF EDUCATION

.3 . G

ESTIMATED
APPROP,
AUGMENTATIONS

TOTAL
APPROPRIATIONS

ALLOCATIONS

BALANCE
AVAILABLE FOR
ALLOCATION

20,750.00 $1,250,000.00
170,430.00 8,330,799.00
190,450.00 ~=0-=
50,000.00 ==0-=
31,630.00 $9,580,799.00

$ 4,670,750.00
118,901,229.00
16,790,450.00

1,750,000.00

$142,112,429.00

$ 3,750,000.00
116,350,229.00

16,790,450.00

1,750.000,00
—icvv.vv hd

$138,640,679.00

$ 920,750.00
2,551,000.00
) Y,

n
-.u--

$3,471,750.00
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MA!_!YLAND STATE DEPARTMENT OF EDUCATION

RESOURCES OF STATE EDUCATION

AGENCIES
1966-67 FIS *
PERSONNEL OBJECTS OF EXPEND
PROGRAM FUNCTION PROFESS- - SALARIES i CONTRACTED |

IONAL _ ]PRO,[ PROFESSTONAL | NON-PROFESSIONAL, | SERVICES
GENERAL ADMINISTRATION ;

STATE EDUCATION AGENCY

Office ~f State Board of Rduc. 8 3 80,000.00 | 15,000.00 -=0--
1.200 | Executive Office-State Board ofEd. 7 2 | 70,000.00 10,000.00 500.00 °
‘V.3oo Office of Board of Voc. Ed. 6 3 | 60,000.00 15,000.00 1,000.00 |
1.400 Executive Office-Board of Voc. n&. 5 4 | 50,000.00 . 20,000.00 --0--
.500 o Office of State Education Agency 4 5 46,000.00 25,000.00 -=0--
1.600 Executive Office-Other 3 4 { 30,000.00 20,000.00 s,doo.oo~

"4

0.000 GENERAL (UNALLOCATED) FUNCTIONS . --0-- . [ 100,000.00
' .000 - Purchase or Rental ef Plant
; Facilities
2.000 Operation or Maintenance of Plant
’ Facilities
3.000 'll’urchue or Rental of Unallocate
- Equipment
.000 Travel
.0%0 Other Expenses
.000 EMPLOYEE BENEFITS ;
.000 OTHER STATE EDUCATION AGENCY '

PROGRAM FUNCTIONS
TOTALS 150 1251 1,500,000.00 | = 62,500.00 250,000.00

i
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JARYLAND STATE DEPARTMENT OF EDUCATION
RESOURCES OF STATE EDUCATION
AGENCIES
_1966-67 FISCAL YEAR
PNNEL OBJECTS OF EXPENDITURE
- Eou- SALARIES CONTRACTED L LAND, BUILDINGS;  OTHER TOTAL
RO, | PROFESSIONAL | NON- PROFESSIONAL | SERVICES RAVEL | AND EQUIPMENT | EXPENDITURES EXPENDIT!
3 | 80,000.00 15,000. 00 --0-- 1,000. 00 1,000.00 | - 300.00 | 97,300.:
2 | 70,0n0.00 10,000.00 500.00 800.00 --0-- 200.00 | 81,500.
3 | 60,000.00 15,000.00 1,000.00 600.00 -=0-- 100.00 | 76,700.!
4 | 50,000.00 20,000.00 --0-- 400.00 100.00 -=0-- 70,500.
40,000.00 25,000.00 --0-- 200. 00 S --0-- | 65,200.
& | 30,000.00 20,000.00 5,000.00 --0-- 500.00 --0-- | 55,500.
--0-- --0-- 100,000.00  1,000.0d 101,000.
125] 1,500,000.00 | . 62,500.00 250,000.00:  9,000.00 75,000.00 5,000.00 {1,901,50




Iv-7

00°000°000°¢Z$ STVIOL

00°000°¢9 PIV 1®JI93BH pu® TBFOUBUTS IO UOFSFAOIJ 911
00°000°8 £181qF7 TRUOTSSIFOI FO uUOFIvIado AN |
00°000¢% UOTIIBIISFUTIPY UOFSTAFQ L£1BIQY] 11
00°000°¢€ STOOYdS pazITeFOads OFIQNg~-UON :8103T0FT0S Bujpsuady 901

00°000°S

UOTIVIISFUPIPY UOTSTATQ UOCTIVOTIFIIID

89F108338) SNOBURTTIOSTH

66

00°000°% 8TO00YdS L1epvodd§ FO IosFaladng €
00°000°S uorIEINpPF I9ATaQ 91
UoFIedNpy AIBPUOIIS o€
00°000°S A1v3jUsWATy WOTIRONPF YITTSH 89
00°000°¢L £123UdWATE :uoTIEONPZ TEOTeLyg 99
00°000°¢9 £193U3WITT :IOUITOS IVIO0S €9 1
00°000°9 £zv3uswaty :(TBOTB0TOTd pue TwITS8AY3) 9OUIFOS 19
00°000°% £awyuawayy yIeH 6S
00°000°S A1vzuswaty :Buypesy lS
06°000°¢2 f1vjusawary :98ensue] usyaiog SS
00°000°€ Laiwjuomwayy :OTSUR €S
00°000¢% LA1vjuswa Ty :3ay 1S
00°000°¢S Liejuamsty :ysyrSuzy &Y
00°000°¢ 8To0YdS A1vjUaWATZ WNTNOIIAND TRIIUIH 8¢
00°000°T $ sTooyds L1wvjuswary JO I08FAladng 9¢
uoglIwONpy LITIUSWITH © 0z
-0- uojIednpy Li1vIUWITF-91g o1
NANLIANAIXA 4aod
J0 YIINID 1S0D JO. AWWN darngo 4ao0d
LNNOGRY A¥COALVO 40 AWVN | LSOO | Z¥O0D3ALVD
YVai TVOSId £9-9961
TIATT TUNOCILOMYLSNI X9 SDANLIANAIXA J0 LIOdTd
NOILVOiQI 40 INIWIVNVAAA TLVIS ANVIXIVH
3000 °F°0°s°N A SMUALIANAIXA 40 LI0dTN H
YALLVA 103ArdNs A9 SDINLIANAIXI S0 TY0dTd P
JTAINTITO A9 SHANLIMAIXE 40 LI0OdTA |
NOILONNI X¥ STINLIANIIXA 40 LIOdTd AW. 1

d50dund A9 SAdALIGNEIZd 40 L40day




